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INTRODUCTION 

Communication teachers in the Wisconsin Vocational, Technical and Adult 
Education system are partners in trying to develop the same end product --young men 
and women who are adequately prepared to succeed in the ^^orld-of-work and who are 
motivated to participate in the institutions of their community. 

The communication teacher is a cooperative partner with other general education 
teachers and with the vocational -technical teachers in preparing individuals to be this 
kind of contributing member in society. In our society, which rapidly undergoes social 
and technological changes, however, the worker must expect to be part of a continuing, 
lifelong, educational process . 

Initial job entry training requires the vocational -technical teacher to equip his 
students with the most up-to-date knowledge and skills in his field and to be able to use 
and understand its most recent tools and equipment, Th(3 communication teacher, on 
the other hand, must not only prepare the student to accept change, understand change, 
and prepare for change, but must also prepare the student to use communication skills 
effectively on the job and in the community. 

Communication Skills does not fit neatly into the spectrum cf General Education. 
It does not blend well with Science and Math, whose content and objectives relate 
closely to vocational -technical preparation. And neither does it group with Economics, 
American Institutions or Psychology, whose content deals with the individual in relation- 
ship to himself, to other individuals, to groups, and to society's significant institutions. 

The word ''skills'* implies that there are some recognizable competencies that can 
be taught and tested. These competencies are usually broadly recognized as reading, 
writing, speaking and listening. Within each of these four broad disciplines is found 
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innumerable specific skills from punctuation, grammar, and spelling to business letters and 
report writing. With few exceptions, the specific competencies and skills found in the 
communication skills courses of study throughout the state system can be classified into 



these four general areas. 

When one examines the specific communication skills that are being taught in the 
technical schools throughout the state, one discovers tliat each school has decided not only to 
teach different skills but also to give differing emphasis to those skills . The problem is 
further compounded by the multitude of communications curricula that have been developed 
for the broad offering of vocational -technical programs in Wisconsin. 

The Wisconsin Vocational, Technical and Adult Ed|ucation system offers two-year 
Associate Degree programs, tw^o-year vocational programs, one -year vocational programs 
and less than one year vocational programs. State Board guidelines require that each one of 
these programs include specific courses and a minimum number of credits or hours before - 
a degree or diploma can be awarded. One will find, however, that within these programs 
the communication courses have different titles . Although titles themselves may not always 



indicate a significant dilTerence in the course content, it has been found by the researchers 
of this project that there exist great differences in the actual content of communication 
courses for the same programs throughout the state. 

These differences have resulted in a state -wide system of vocational -technical 
education that often has little course content similarity from district to district . A 
student transferring from a communication course as a part of a welding program in a 
southern district of the state may not be able to recognize it as the course for the same 
program in a northern or western district. One must ask himself if the communication 
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skills competencies for a secretary in one part of the state are really that much different than 
in another part of the state . 

If Indeed there are specific communication skills that are critical knd essential for a 
student to possess at the time of initial job entry and for job advancement, "these skills should 
be taught at all of the vocationay-technical schools . This would mean tha^^he Practical 
Nursing graduate would be taught evssentially the same communication skills whether she 
attended Madison Area Teclinical College or District One Teclinical Institute, One certainly 
cannot expect students to find or necessarily want employment in their home district. 
Logically, this might mean that th^' Practical Nurse graduating from Mid -State Technical 
Institute in Marshfield might find employment at Wisconsin General Hospital in Madison 
and the Madison Area Technical College graduate mi^t find employiiTent at St. Joseph's 
Hospital in Marshfield . ' 

The career of Practical Nursing requires the entrant to be competent in using specific 
communication skills if she is going to be successful , Most employers do not have the 
personnel, time or money to develop a complete on-the-job training program for the new 
employee. The employer vseeks graduates of vocational -technical schools because he assumes 
these employeCvS (graduates and employees often used interchangeably in this report) will have 
those skills necessary to do the required tasks at the time of initial employment, Tlie 
employer wants to feel that the graduate of a Practical Nursing Program, a Welding Program, 
Mechanical Design Program, or an Auto Mechanics l^ogram comes to him with the necessary 
job skills (including communication skills) to perform efficiently from the firs^- day on the job. 

This means that the employer needs to sp^nd only a minimum of time and manpower to 
have the new employee contributing fully and functjcniing as an integral part of the work 



team. Hopefully, the communication skills training will also enable the initial job 
entrant to advance on the job as more responsible positions become available. 

Employers are usually looking for moi:e' than workers equipped with specific 

■ ■ • ■ ■■ ■ , /_ 

job skills; they know that the execution of any task succeeds or fails with the employees* 

■< 

ability to communicate. Nothing in the world of work is initiated or completed without 

• , t* , 

a multitude of communication skills being used at all levels and by all members of the 

/ %. ■ , ' / 

organization J 

The marketing graduate, the maphine tool operator, the medical assistant, and • 
the accoiintaTit must come to the employer with specific communication skills competencies 
at tt^fe time of initial employnjient. Writing a short report clearly and concisely may 
be a more important skill for the marketing student than the operating room assistant. 
The ability,to listen tactfully may be a very important skill for both of these employees 
to be effective contributing members in their daily job responsibilities. 

Employers of clerk typists, stenographers, and secretaries graduating from 
Wisconsin vocational -technical schools l^ve the right to assume that these employees 
will begin their careers possessing more than just typing and filing competencies. 
vS^ie new worker, hopefully, will arrive with a fcomplete storehouse of communication 
skills competencies. Skills in using the telephone effectively, using acceptable 
punctuation and correct spelling, understanding oral instructions and directions, and 
following up problems and giving attention to details are needed at the outset of employ- 
ment. 

Graduates of vocational -teclinical schools displaying these essential job-related 
communication competencies from the. first dajNpn the job give credibility to communication 
skills classes and to the total philosophy of vocational -technical education. Why 
shouldn't employers expect vocational -technical graduates to com e^ to them with a com- 
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plete set of communication s^lls competencies for the job they have been hired to do? 

Niost employer^ are also concerned about the communication skills abilities 
of the people they hire for the^long haul , Competencies that may not be important at 
the time of initial employment may be functionally critical in six months or a year 
after being hired. The employer expects his employees to move into different work 
' roles as his tenure with the company "j^ows^ Usually new job responsibilities require 
, a greater degree of competency in using specific communication skills or require 
competency in communication skills that were not needed. at the time of initial job 
entry. Writing short reports may not have been a requirement of the beginning 
salesman, but once he is^ given his own region or territory periodic reporting becomes 
an important part of his job responsibilities . ^ 

The stenographer who initially found her job requiring that, she be able to use the 
telephonie, write business letters, proofread and edit transcription material, and be 
' an excellent speller and grammarian, may find after a short time on the job that her 
responsibilities have shifted. Sh^ m^y find that new job responsibilities require her 
to functioii more often in interpersonal situations with fellow employees and customers. 
Her ability to listen tactfully, handle receptions and introductions, and orally give 
directions and instructions may occupy most of her time. 

This introduction has attempted to illustrate the important task that communication 
skills has in the total preparation for men and women entering or re --entering the world 
of work. It has also ser-^v'ed to point out that com m^ication skills must 
- include those skills tliat are necessary for initial /job success and future job 

/ 

advancement. ^JTie^ext section will elaborate ori the problem that led to this state -wide 

; 

survey of employers (supervisors) and VTAE graduates to determine the importance of 
specihc communication skills for 15 vocational -technical programs. 



CHAPTER II 
THE PROBLEM 



The problem that suggested a survey of employers and VTAE graduates to determine 
the importance of specific communication skills competencies for a select number of 
vocational -technical programs has l^^en introduced. It is a problem that exists for each 
and every course that becomes a part of a specific vocational -technical program offered in 
the state system. It is a particular problem , however, for general education courses such 
as Communication Skills. This is true because of the overall philosophy of Wisconsin's 
vocational -technical education system : "Learmng for living in today 's world of work. *' 

It was previously mentioned that communication skills courses do not seem: to align 
themselves with the general education courses, economics, american institutions, or 
psychology of human relations because the thrust of thes6 courses is general information 
and knowledge of the world in which one lives . The emphasis in these general education : 
courses is not on acquiring skills and excepts in order to earn a living in today's world of 
work, but to learn to live in today's world. 

Neither does the communication skills course fit in the same category as the mathematics 
and science gene?:al education courses. The applied science, technical science, and 
mathematics courses are handmaidens for the vocational -technical programs. Much of what 
is taught in the ''hard-core" courses of any vocational -technical program is incomprehensible 
without this mathematics and science foundation. The words "applied" and "technical - have 
significance in proclaiming this close tie to the programs of which they are a part. A more 

specif ictailored science course, such as metals science, or a specific mathematics course, 

'* . '. ■ * 

such as "business mathematics, indicates that mathematics and science are not geneiyal 

education classes in a strict sense. - • ' 
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Communication Skills classes are the unique ''Humpty-Dumpties'' of general . 
education:' they do not fall into an either/or classification. Instead they must prepare 
students for living in today's world and must also prepare them for earning a living in 
today's world of work. These are the classes which re -emphasize the importance of 
''communications" as the means of man relating to man from the past to the present, 
within the present, and from the present to the future. Tlirough this ability to communicate , 
men tangle and untangle themselves from ^ never ending series of relationships with their 
fellow men on the job and off the job. 

Much of their success in the world -of-work depends on their competencies in using 
communication skills. A secretary without the skill of using appropriate punctuation, 
of taking effective notes, or of responding to customers' complaints , may find herself 
replaced by a girl whose educational training did prepare her for these job -related 
communication skills. Tlie mechanical, designer whose communication skills class 
neglected to prepare him to read and comprehend job-related technicg.1 materials, to 
expose him to the techniques of leading a problem -solving discussion, or to require 
\^ '^^'ihttiini to use abbreviations and numbers correctly in written reports may not have the 
opportunity or be given the time to learn these communication skills on the job. 
Someone else is always waiting in line with tlie required competencies in these skills. 
\ ~ Someone else will have completed the same mechanical design program , but that someone 
else may have had a communication skills course which emphasized competencies in the 
skills that a mechanical designer needs in order to survive the initial trial employment 
period and to advance on the job as opportunities present themselves, \^ 

Hie problem of this survey is an informational one. If success on the job at^^the time 



of initial employment and advancement on tlie job depend on the employee s competencies 
in using specific communication skills, then what these essential skills are and the degree 



I to which they are imf)ortant need to be identified. There are two sources which would 
I give. valid input about those communication skills which are critical to job success. One 
i would be the vocational -technical graduate himself, and the other would be the super- 
visor or foreman of specific job areas . 

The graduate of a vocational -technical program who is working at a job related to 
his program would be able to provide relevant response as to which communication 
skills must be taught in the classroom . Kis daily work responsibilities enable him 
to evaluate the communication skills which he has found important in his work and those 
which are not important. Although relevant information about the level of importance 
of various communication skills can be obtained from the graduate on the job, his 
evaluation is always. as incomplete as his work experience. "Initial job entry communi- 

V 

cation skills may be far different from th6se skills and tlietr degree of importance a 
year or five years after being on the job. Another problem in allowing graduates on the 
job to be the primary source for information about the importance of specific communi- 
cation skills is their ability to bis objective. Tliey are often not aware of how important 
various communication skills are in their daily work because of their unconscious involye 
*ment with these skills. For example, the practical nurse may not be able to objectively 
judge the importance of being able to to respond and to communicate nonverbally with 
her patients . Yet, she may or may not be using this skill effectively. Neither may the 
electronic technician who has been* on the job for only a year be aware of the importance ^ 
of being able to orally present teclinical data clearly and concisely. He may be using . 
this skill daily but never have given it much significance . 

Obtaining informatioa from the graduate of a vocational -technical 
program about the degree of importance of commuiication skills^t>n the job, therefore, 
would have to be a secondary source. As a primary soacce for information, it was 



decided to go to the supervisor or foreman a specific job area . Supervisors would be an 
excellent source for valid information because they usually obtain their position by demon- 
strating competency and by also having moved up the job ladder through years of experience. 
The -supervisor would be the one person most familiar with the full range of job requirements. 
The supervisor stands in the best position to advise communication skills teachers of die 
cotTipetencies required because he is responsible for the production and performance of the 
employees in his department. 

Many informational surveys have used personnel directors, managers, o;: executives 
as the prfanar^r sourpes for responses. In the larger companies, these people are often too 
far removed from the communication skills requirements of the departmentalized employee. 
The immediate overst^er of the employee's job responsibilities would seem to be the be^st 
source, and so the imm^iate supervisors 6f the employees became the primary Infomiation 
source for this survey . ^ 

Some of the vocational -technical schools have tried to make their comniunication skills 
classes more relevant by hiring only communication skills teachers Who have had extensive 
occupational experience. In reality, however, this practice, for most schools, might be 
rather inconsequential, Tlie few communications teachers with occupational background had 
their experience in only one area. Most schopls have their students heterogeneously grouped 
in the communications classes while a few schools have homogeneous grouping according to 
program . Regardless of the scheduling procedure, the communications teacher with 
occupational background as a secretary or clerk typist is most often teaching communication 
classes representing many programs or a program unrelated to his or her occupational 
experience ^ Tlien, too, one must question the significance of that occupational experience that 
o^urred 10 to 40 years ago . 
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The reader should not feel that this present discussion is unrelated to tlie problem 
of the survey. The questions raised about the relevancy of faculty work background and 
the questions to be asked next about faculty educational background are significant. 
Hopefully, the answers to these questions strengthen the premise that teachers of 
communication skills must depend on su|)ervisors and employees in business and industry 
in order to develop relevant courses of study . 

To point up the significance of this position, consider the following question: Who, 

.. ■ . ■\ 

in most vocational -technical schools i^i Wisconsin, is responsible for developing the 
courses of study for the various communication skills courses being taught? The ans\\er 
is an obvious one--the communications teachers themselves. In most cases the course \ 
of study for any particular communications course is the product of one individual. 

When a close look is taken at the typical educational background of the individual 
who has been responsible for developing a communications curriculum, the need for 
surveying business and industry's needs become grossly understated. The 
typical communication skills teacher (as has been stated) has not had any occupational 
background for the programs represented in his classroom. In addition, if he has 
followed the standard academic route, he majored in college English and from there 
secured a high school job teaching English. From high school he moved into a vocational 
technical institute, probably liaving started or possibly completed his master*s degree 
in English during his high school tenure . ,^ i 

When one looks closely at his course qualifications, one finds his undergraduate 
and graduate degrees often amount to approximately 80% literatujj-e and 20% writing and 
speech. The vocational -technical schools get communication skills instructors who 
are prepared in little of what smacks of job and world -of-work related language skills 
and concepts. Furthermore, the typical college liberal arts English major lias been 



instructed by his o;vn kind --men. and women v/ho have never been outside the classroom. 
The English major is strong in American novelists, Romantic poets, platform speaking, 
Black poetry, contemporary writers, and a host of seminars that prepare him for very 
little that is related to the communication skills needed in today's world of work. 

Admittedly, some colleges and universities are calling tJieir speech courses 
communication courses, and one can now receive a degree in communications instead of 
speech, but this rhetorical cliange has not altered the content of the courses nor the 
lifelong academic experience of the professors teachlri/g these courses. 

Is it any wonder, then, that many communication skills teachers wonder whether 
what they are teaching comes anywhere near to doing a halfway adequate job of preparing 
graduates of vocational -technical programs to be comp2tent in using specific communi- 
cation skills required at the time of initial job entry and required for job advancement. 

It is also interesting to note that the development of vocational -technical programs 
at the local level, and their continued up-dating is in part handled through on -going 
advisory committees. The advisory committee concept has given significant input to the 
development of course content for the liard-core courses making up every vocational- 
technical program . The advisory committee consists of employers and employees from 
the program area. 

Advisory committees don't usually concern themselves with the course content of 
the communication skills classes because these classes, along with the other general 
education classes, are required, and their content is- already determined by their very 
existence for other ongoing programs. What is significant in terms of this survey 
project is the advisory committee concept itself: it is considered important to l;iave 
direct representatives from the world of work--employers and employees --contributing 
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their expertise in developing the curriculum s for the classes in a particular program . 

« 

This is sound direction. No one is better qualified to know what competencies are needed 
to be a business data processor, a real estate salesman, a clerk typist, or a meclianical 
draftsman than the people working in these positions and supervising these positions. 
Similarly, the researchers of this project sought to seek the advice from supervisors 
and employees from throughout Wisconsin in order to determine the degree of importance 
of specific, communication skills competencies ford 5 programs. 
Summary: 

The previous discussion has tried to analyze the need to survey employees and 
supervisors of the jobs related to the programs oi!£ered in tlie vocational -technical 
system concerning communication skills competencies for initial employment and for 
advancement on the job. 

Some of the significant reasons for getting input from supervisors in business and 
industry about on-the-job corumuaicatJ.on skills competencies have been given. This 
information is needed by communication departments and individual communication 
skills teachers to help them determine their course content. Briefly these reasons are 
as follows : 

1 . Most colleges and universities do not prepare English teachers to develop 
course content for communications classes in VTAE institutes. 

2. Most communications teachers do not usually come with extensive occupational 
experience. Tlie practice of heterogenous grouping prevents any conimunications 
teacher from possessing the necessary on-the-job work experience in each 
training program . 

3. The advisory committee concept functions adequately for the courses directly 
related to the prograir. major, however, the iieneral education courses 
(comnmnication skills) are without meaningful input because lliey serve all 
programs. 



CHAPTER III 

■ I ■ 

i 

LITERATURE REVIEW / 

Lucy Crawford (1967), Virginia Poly technical Institute, Blacksburg, Virginia, conducted 
a five-year study titled Competency Pattern Approach to Curriculum Construction in 
Distributive Education*'. This was a very excellent study in competency -based education in 
distributive education. In this study there were 9S3 competencies determined necessary to 
sucessfully work in these occupations. The data for these competencies were obtained through 
interviews with employees on the job and the supervisors of these employees . These data 
were then evaluated by paired distributive specialists . 

The competencies were then organized into eight areas: advertising, communications, 
human relations , mathematics, merchandising, operations and management, product and/or 
service technology and selling. Crawford determined that next to human relations, communications 
is tlie most needed group of competencies in developing successful persons for distributive 
occupations. The communications competencies included skills in speaking (especially on a 
one-to-one basis), listening, gestures, and writing as applied to use on the job. 

According to ''Solutions for the Seventies: An Analysis of Competency -Based Learning 
and Cluster Collcges--A Report of the National Dissemination Project and the Community 
Colleges, a commitment to the philosophy of ''full opportunity^' must be made in education 
(1973). The author. Chuck Weinstock, states that the learning capacity of individuals differs ' 
so greatly that our educational institutions must be restructured to meet the needs of 
individuals. He feels tlaat if the reforms in teaching techniques of the 1960's were indeed 
reforms , these reforms must be furthered by clianges in structure in the 1970's . Patching 
and repackaging old methods and content is not enough as statistics show tliat we keep out, drop 
out, and tuni off more people than we graduate. Weinstock also wrote there should be a 
structure that allows the flexibility and freedom for individuals to grow intellectually and - 
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realize their educational goals. Competency -based learning might be an answer . It is 
based on the belief that an individual is educated only when he has knowledge and understanding, 
as well as the values or attitudes which enable and comj^el him to use this knowledge and 
understanding. Degrees could then be awarded on the basis of demonstrated and verified 
competence, not the basis of credit hours accumulated concludes Weinst-ock. 

Regarding the commitment to thq philosophy of ''full opportunity'* as mentioned in the 
foregoing study, Charles F. Nichols (1970) in ''Vocational Education for the Disadvantaged 
Seven Years Later'' states that "there is really no absolute commitment to vocational- 
technical education for the disadvantaged — nationally, regionally, or on the state or local 
level. Nichols* view is tliat these students must be managed with techniques different from 
those who have had tlie advantages that make it possible for them to succeed in the present 
school system . As victims of wliat Nichols calls tlie "failure syndrome *' the disadvantaged 

students have adapted. Being surrounded by failure in their family, their friends, and their 

- ... , /« 

neighborhood, they are much more comfortable with failure than success , Where work has 
traditionally not existed, there is little achievement motivation. The attitudes of many of the 
disadvantaged, formulated over a lifetime, caimot be changed quickly, Tlierefore, the need 
for supportive services increases rather than decreases if the disadvantaged are to believe 
^ in the rewards of work, an attitude that is alien to them , 

The Muskegon Area Skill Training Center took attitudinal clmnge into account and devoted 
the first six months of its program to the improvement of overall employability , Tlie second 
six months were focused on the preparation for specific employment. Instruction was geared 
to occupational and practical problems and the classroom learning experience's were related 
to the daily needs of the stalcnts. Teachers kept in mind that students needed to change their 
basic attitudes toward Icarnin;';. :u)ciciy, and resptm.'-ubilily , "11'. lpin<v these kids out of their 
problems" was the dominant feeling expressc d l)y the staff, 'Ilioir findings also stated thit 
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people most easily improve upon the abilities that they have strength in: \ 

ability has an envelope or band like quality and if a persons' is in a beneficial 
environment, for that person, and is given adequate support and-nurturance 
he then will have a greater chance to demonstrate environmental efficiency . 

Thus it would seem, tiie nondisadvantaged must take risks in departing from tradition 
to help thpse who never profited from the traditional method. There will be some failures 
but also some successes as in the Muskegon Area^Si^ Training Center. And, hopefully, 
the practical nature of competency -based learning, v/ith competencies determined by the 
practical job analysis of employee -graduates and sApsrvisors of those graduates, is part of 
the answer . 

Previous research in the communication skills area revealed that similar projects done 
in Wisconsin were usually limited to a particular VTAE district. State -wide curriculum 
evaluation surveys involving former students and employers have been completed in Mechanical 
Design, Electronics, Auto Mechanics , Civil -Highway, Civil -Structural Architectural , and 
Metals Trades, but those projects concered themselves with a definitive survey of the skills, 
tasks, and competencies for the curriculum bemg studied. In these studies, communication 
skills competencies were surveyed only incidentally . The ma jor concern in each of these 
surveys was the degree of job proficiency required by employers for specific job-related 
activities. These surveys were not so concerned with identifying specific communication 
skills or tasks and, tlierefore, merely asked how essential it was to be knowledgeable in the 
broader communicative areas of writing, speaking, listening, or reading. 

A study done by Dickerson and Paulsen (1972) analyj'.ed tlie skills needed by insurance 

major graduates who had received associate degrees. Tlie study involved 169 insurance 

companies who weCe mcnnbjr.s of the Insurance Company Education Directors Society. AW 

of the firms that n-.-.puiiJcd to the survey a-rccd with the ncccs.sity of a Communications I 

course. 'Ilie description of Communications I was: "The course covers an introduction to 
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modem communications with emphasis placed on language structure, mechanics of style, 
development of listening skill, and oral communications.*' 

Of the 169 companies surveyed, 35 companies were interviewed personally. The study 
states that: ''Ninety percent of the companies interviewed seemed to be impressed with the 
ciirriculom that is being presently offered and felt that as much emphasis as possible should 
be placed on the communications courses/' Communications II was described as: ''Designed 
to improve the student's speaki^ig, reading, writing, and listening skills. Includes writing 
of business letters , developing a data sheet, and writing reports . " This is as definitive as 
was necessary for this study. 

A more definitive study in analyzing general tasks performed by workers in various 
fields was "Articulation of General Education and Occupational Competencies, " at Southwest 
Wisconsin Vocational -Technical Institute by William K. Wolfe (1973). In producing curriculum 
in general education courses which is supportive to the major program areas, they created 
112 new course outlines, each witli a task list of behavioral objectives. The methodology 
employed took into account "the prescribed occupational competencies demanded by area 
employment. '* 

Similar studies limited in scope (geographical and/or number of programs) liave been 
completed by communications instructors within the Wisconsin VTAE system, lliese surveys 
were usually seminar papers completed in partial fulfillment of the requirements of a 
master's degree . These studies were most helpful in identifying approaches and procedures 
that need to be considered when designing and executing the survey of business and industry 
to determine the importance of communication skills competencies. 

Harold Erickson (li)67) found a sparcity of research to bring communications proG:ram.s 
to a parallel with technical ^owth . Lie found that the con^;tinitly chan.ving demands of industry 
had brought about little change in academic areas , mainly English. Tlie distressing factor 
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herein was that Erickson's respon^?es showed that between 57.2 and 69 percent of the 
technician's time was spent in communicative skills . The result was a two-semester 
Communication Skills program for tlie technician, designed to meet the demands of industry. 

Roberta Lewis (1971) conducted "A Study to Determine tlie Communication Skill 
N6eds of the Vocational Student in the Basic Communications Curriculum.'' This study 
included five vocational training programs: auto mechanics, diesel meclianics, machine 
shop, metal fabrication, and wood tcclinics. llic response to 211 questionnaires indicated 
that reading and listening skills are of the greatest importance to the employees in these 

V 

areas. 

Glen Morgan (1973) studied "Speech Qualification Traits Needed by Marketing 
Graduates of Lakeshore Technical Institute." This study was limited to ten industries in 
Manitowoc County. The local industries stated that the graduates of LTI had the needed 
speech qualifications for success in marketing positions . 

David Maurice Radloff (1973) "An Examination to Determine the English Competencies 
Required of Secretaries in the Administrative, Legal, and Medical Areas with a Synthesis into 
a Core of Common Competencies to be Used in Forming a Basis for an English Curriculum , " 
conducted a study to determine the English competej>&ip^ required of secretaries in the Medical, 
Legal, and Administrative Ser.retirial areas. He also us!scl the questionnaire/interview method, 
using 50 questionnaires and 10 interviews in each of the tl/ree secretariat areas, distributing 
them to employers and employee/graduates. His response indicated that "the fundamentals 
of English like grammar, spelling, and vocabulary are tlie primary res pons ilnlity of the 
educator." Radloff condoled that "the emphasis on making school 'fun' and avoiding stress 
on memory, and stress on stress itself . . . seems to be almost 1 80 degrees off from whiit 
tlic (.'inplf.ycT v/anls. nv.Tcrorc, it. is su<;m--st'jd tbit Mk.' lonii-term happiness and ;-ati;ifaction 
derived from successful competition in the world of work is more desirable than the f-^hort- 

-14c- 

Er|c . • ' - £7 



term happiness of a stress -free, noncompetitive educational interlude, and that employability 
enhancing approaches be stressed.'" .... 

» - Everett E. Walde^(1973) conducted A Survey to Determine the Effectiveness of a 

Communication Skills Course for Trade and Industrial Graduates of a Technical Vocational 

School/' He sent out 2-21 questionnaires from the District One Technical Vocational School 

at Eau Claire, Wisconsin, eliciting information from employers and employees on the percentage 

of their work tliat required^al or written performance, how many employers required additional 

training in the communication area, and how the instructional aspect of the. course could be 

changed to better prepare the employee for future work. The results of the survey revealed 

that over 50% of both groups suggested that more oral and written practice be given to the 

stiKients at technical -vocational schools . Walde concluded as follows : 

1 . The major areas of inadequacy reported by the employer and felt by the. 

employee are in writing reports and business letters aiii in oral presentation 
of material. 

2\ Approximately 50% of the respondents are involved in. written and oral 
\ communication in their present work. 

a. .Approximately one -third of the employees are required to attend some 
type of communications class . 

4. About 50% of the employees and employers suggested more training 
be given in the areas of oral speech and reading, mechanics of 
punctuatiun and sentence structure, and writtep work. 

This review of literature jji 1974 agayi revealed that the spar city of research in 
commiinicaEons^kills as was found by Harold Erickson in 1967. 
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CHAPTER IV 



DESIGN OF THE STUDY 



The Proposal 

The title of this project is ''Developing a List of Competencies for the Communication 
Skills Airea." 

The project proposal states-tlie problem as follows: - 

At present many communication skills instructors are presenting those 
competencies that tliey feel necessary for the graduates to possess. It 
is important that these qommunication skills instructors be. provided 
with a compilation of communication skills tliat the students must possess - 
upon leaving school if they are to be efficient and:" effective employees . 

This project will make a major effort towards determinmg the communica- 
tion skill competencies that graduates of the sixteen Wisconsin Vocational, 
Technical and Adult Education District Institutes should possess. 

The project proposal stated that the following seven things would be accomplished: 

1 . Review the literature 

2. Interview communications instructors 

3. Develop an instrument which would be sent to program graduates and employers 

4. Interview program graduates and employers 

5. Afifjlyze the findings from tlie instrument and interviews 

6. Synthesize the results 

7. . Disseminate thf. results 

Developing An Instrument < 

Identif^riiig Skills . Tlie most beneficial part of talking to conmiunications instructors 
/throughout the state (beyond realizing their concern for communications as a full-fledged 
discipline and their ideas about methods and approaches) was the collection of specific 
communication skills. Some of these skills were mentioned in conversation; however, most 
of tlieni were obtained from the courses of study and outlines that were bemg used in the 
schools'tliat the researchers visited. 



Other tasks or skills were found in the following communication skills surveys: 

(Complete documentation found in Appendix A, p, 79.) -.^^ 

Erickson, Harold P. ''Aa Effective English Program for the Technical School." 

. Lake, Catherine L. ''A Survey of Business, Science, Industry and Research 

for the Purpose of Ascertaining the Desires and Needs of PotentiaV Employers 
Relative to Speech Education for the Technician at Oregon Technical Institute . 

■t 

Lewis, Roberta P. "A Study to Determine the Communication Skill Needs of the 
Vocational Student in the Basic Communications Curriculum.** 

Morgan, Glen Michael. ''Speech Qualifications Traits Needed by Marketing 
Graduates of Lakeshore Technical Institute." 

Radloff , David. "An Examination to Determine the English Competencies 

Required of Secretaries in the Administrative, Legal and Medical Areas with 
.a Synthesis into a Core of Common Corripetencies to be Used in Form Lag 
a Basis for an English Curriculum . " 

Walde, Everett E . "A Survey to Determine the Effectiveness of a Communication 
Skills Course for Trade and Industrial Graduates of a Technical Vocational 
School.'' 

Additional tasks or skills were identified by examining the textbooks on speech, 
communications, composition, rhetoric, reading, listening, and group discussion 
found in the Instructional Resource Center at Mid -State Technical Institute, Wisconsin 
Rapids. Another source used for gathering comm^anication skills was a search of 
approximately 25 documents obtained Uirough a computer scan of the literature related 
to the study that liad been classified in the ERIC system . (These studies and reports 
are documented in Appendix B , p. 81.) 

From the above sources, a list containing over 100 communication skills or tasks 
was developed. (Tliis list appears in Appendix C, p. 84.) The problems of other surveys 
dictated tiiat in. order to receive significant returns / the number of items on the instrument 
should not exceed 50. This was to prevcMit the respondent from becoming discoiuraged 
by the length of the survey and then tossing it into the wastebasket. 



Another concern was to have each item in the study worded for the least possible 

Tnisundeirstanding. The research team felt that the terminology used to identify the specific 

communication skills had to be general, but at the same time it had to identify a specific 

skill. The following procedure was used to identify the skills with minimal ambiguity and 

also to reduce the total number of skills to approximately forty skills. 

The Communication Department (four instructors) at Mid -State Technical 
Institute met three times to reduce the skills to approximately 40^ This was done 
primarily by eliminating duplicate skills and dovetailing related skills into one state- 
ment. This group also paid close attention to iitiproving the wording of the statements. 

A sample questionnaire of the 39 remaining skills was duplicated and field- 
tested with 20 individuals in different employee and supervisory roles in the 
communities of Wisconsin Rapids and Stevens Point, These people were asked 
to criticize the wording, eliminate skills, and add skills to the list, ^ 

The same sample questionnaire wa.s distributed to every faculty and management 
team member in Mid -State Vocational, Technical and Adult Education District 
(about 70), A cover letter (See Appendix D, p. 88) requested that each of theiri 
complete the questionnaire from an occupational point of view , 

A further refinement was completed in two sessions of an ad hoc committee made 
up of staff members of Mid -State Technical Institute, Tliis committee had 
representation from each one of the five cluster areas of the survey: Business 
Technical, Secretarial Science and Related, Industrial Vocational', Health 
Vocational, and Tf^chnology. (Identification of these members is foui^d in Appendix 
E, p. 93.) 

A final approval was received from Mr, Roland Krogstad, Educational Consultant, 
State VTAE Board. ' ^ 

\ 

\ 

The final 40 -item survey resulting from die procedures outlineS^ above is found in 
Appendix F, p. 95. It will be noted that a Likert scale was used to determine the degree of. 
importance of the 40 communication skills. Both employers and VTAE graduates of these 
programs were included in the state -wide survey. This necessitated that different cover letters 
accompany the surveys , different identifying labels be used in the upper right-hand corner of 
the surveys and tliat two different sets of instructions be developed. 



2. • 



3. 



4. 
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A copy of cyer letter and questionnaire sent to supervisors (employers) is in Appendix 

F, ti. 95. A copy of the cover letter and questionnaire sent to VTAE graduates is in Appendix 

G, p. 101. 

For those who did not reply to the first mailing, a second cover letter and questionnaire 
was distributed. Tlie questionnaires for the first and the second mailings were identified. 
The cover letters for both first and second. mailings were identical with the exception that 
the cover letter on the second mailing contained a small rectangular box in the upper right 
hand corner which contained to the words "Helpl. - We Need Your Response to Make 
Communication Comrses RELEVANT . ' ' This rectangle and words within the rectangle were red 
in color. (See Appendix H, p. 107.) 



PROGRAMS SURVEYED 

I 

At the same ttme that the communication skills to be studied in the survey were 
being determined through the process described in the previous section, it was necessary 
to determine which programs offered throughout the Wisconsin VTAE system were to be 
surveyed and hbw tliese programs would be clustered. 

Sampling VTAE graduates and employers of VTAE graduates for all the programs 
offered in the st^te VTAE system in order to develop a list of communication skills compe- 
tencies would be difficult. Tlie resources allotted to the project did not enable a comprehensive 
sampling for all the designated programs. Associate degree programs, and vocational diploma 
programs offered in the Wisconsin VTAE system total slightly over 250. 

Because this was to be a state -wide survey (sampling VTAE graduates and employers 
from all 16 districts by mail and personal intervieNv) it was felt that two criteria were of 
utmost importance in determining which programs to be surveyed: 

i . The programs surveyed would have to be offered in at least 5 of the 16 districts . 

2. The programs would have to be occupationally related so they could be clustered. 

By applying the above two criteria , five clusters of instruction containing a total of 25 
programs remained. 

A primary consideration in the finaUrcducation was whether meaningful responses could 
be received from a mailed questionnaire-. The final clustering included major instrucLiunal 
divisions --Office and Distribution , Secretarial, Industrial Machine, Health, and Industrial 
Technology --and also maintained at least two programs and no more than four programs in 
^iny of the final five clusters to be surveyed , A total of 15 programs would be.surveycd . The 
15 clustered programs that were to be includcxl in Uiis survey are as follows: 
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BUSINESS CLUSTER 



10-101 Accounting 

10-107 Business Data Processing 

10-104 Marketing 

SECRETARIAL CLUSTER 

31- 106 Clerk Typist 

. 31 -106 Stenographer 
10-106 Secretarial Science 

INDUSTRIAL MACHINE CLUSTER 

31 -421 Mechanical Drafting 

32- 421 Mechanical Drafting . 

31- 420 Machine Tool Operation 

32- 420 Machine Tool Operation 

HEALTH CLUSTER 

31 -510 Practical Nursing 
31 -509 Medical Assistant 
31 -512 Operating Room Assistant 

INDUSTRIAL TECHNOLOGY CLUSTER 

10-605 Electronic Technolog>^ 
10-606 Mechanical Design 
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TYPE AND SIZE OF SAMPLE 

It was decided to randomly sample both VTAE graduates and employers of VTAE 
graduates of each of the 15 programs being surveyed. Approximately 35-50 supervisors 
and 35-50 VTAE graduates were randomly selected for each of the 15 programs . It was 
felt tlrnt a minimum of 20 responses per program within each response group --VTAE 
graduates and employers-- was necet^sary to insure meaningful results. Also, it was felt 
that the 35-50 sample size would result in the 20 responses per cell . 

When a VTAE district in the state VTAE system is designated to conduct a state -wide 
survey, tlie names and addresses of VTAE graduates and the names and addresses of employers 
are obtained from each of the sixteen districts through a letter from the Wisconsin VTAE 
Director. 

For this study, the letter sent by the state board to each of the sixteen districts 
identified the project, explained its intent, and requested two things: 

1 . The names and addresses of graduating students from June, 1973 . 

2. Follow-up Reports for 1972 and/or 1973. 

Every district did not offer each of the 15 programs to be surveyed; therefore, 
accompanying the letter to (,"ach district was a sheet listing the 15 pro^rram^ and -.pecifying 
the number of names and addresses needed for tho^e prograir.s offered in that district. 
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CHAPTER V 
RESULTS OF THE STUDY 

Upon receiving the names and addresses of VTAE graduates, it became evident that 
there were not enough graduates of Mechanical Drafting II to study the Mechanical Drafting 
II Program . It appears that the student who would determine to pursue the Mechanical 
Drafting II vocational diploma program instead elects to pursue the Associate Degree 
Mechanical Design Program . This reduced the number of programs studied from 15 to 14. 
Also, because employers (supervisors) of Machine Tool I and Machine Tool II Program 
graduates would liave found it extremely difficult to determine any real difference in the needs 
for communication slcills between Machine Tool I and Machine Tool II VTAE graduates, this 
data was combined from the supervisors (employers) of Machine Tool I and Machine Tool II 
VTAE graduates . 

Table 1, on the following page, presents the number of instruments sent and the 
number and percent of instruments returned . 

Table 2, p. 24; presents the rank order and mean response for each of the forty 
communication skills competencies within programs and proj.p:am clusters according to ihe 
responses of VTAE graduates. 

Table 3, p, 25, presents tlic rank order and mean response for each of the iorty 
communication skills competencies within programs and program clusters according to 
responses of supervisors (employers). 

Tables 4 through 16, pp. 27 to 39, present in rank order the mean response for each 
of the forty comnuniication skills competencies within the 13 -program areas (Note: Xkichine 
Tool I and Machine Tool II were combin./d) as dcr(»rm1ned by employers. 

Tables 17 through 30, pp. -tl to 54, pn st^nt in rank order the n. can response for each 
of the forty conipetencies within the 14 -program areas as detcrn^iued l^y VTAE graduates. 



Table 1 

NUIvlBER OF INSTRUMENTS SENT AND 
NUMBER AND PERCENT OF INSTRUMENTS RETURNED 





EMPLOYERS 


EMPLOYEES 




No". Sent 


Returned 


/o 


No. Sent 


Returned 


/o 




155 


117 1 


75^^'. 


12S 


106 


&3ro 


Accounting 


59 


40 


68% 


48 


•55 


73%o 


Data Processing 


44 


42 


95% 


36 


32 


89%o 


Marketing 


52 


85 


67% 


44 • 


39 


89% 








* 

SECRETARIAL SCIENCE & ! 
RELATED CLUSTER 


136 


94 


69% 


i 

131 j 


98 


'•-'/o 


Clerk -Tvqist •. 1 53 


34 


64% : 




.38 


79% 


Stenographer 
Secretarial Science 


36 


■ ■ 

33 




3 S 


27 


71'- 


47 


27 


57% 


45 i 


33 


73% : 


INDUSTRIAL CLUSTER 


145 


77 


53% 


: 13 8 ■ 


51 


37^7. 


Mechanical Drafting I 


66 


39 


59^:; 


' 38 


18 


3F" 


Machine Tool I & II Combined 


79 


38 




Machine Tool I 








40 


19 ^ 


4 8':; 


Machine Tool II 









i 39 


13 


33% : 

j 


HEALTH -VOC CLUSTER 




127 


79 


62%; 


96 


64 


67% 


Practical Nursing 


39 


31 


79%! 


29 


21 


72% 


Medical Assistant 


55 


25 


45%: 


33 


r ' 

24 

■ 


f — 

73% 


Operating Room As'" ai 


33 


23 _ 


70V: 


'i " 

! 34 


19 


56% 


TECHNOLOGIES C^LUSTER 


i 

76 1 56 




; 91 


63 ; 69"v 


Mechanical Desig?i 




28 


70% 


43 


28 


65V, 


Electronic Technoloriy 


36 ■ 




j 7S;; 


48 


35 


73% ■ 
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A study of Tabic 2 and TuhW 3 reveals that within propraniH VTAK gradiuiti \s and 
employers responded vary similarly, as both groups gave high ranks to similar com- 
petencies and low ranks to similar competencies. Also by comparing ranks and mean 
responses witliin competencies and betAveen programs, it becomes apparent that for 
purposes of inistruclion in co: nnunic:itioa ..kills It is possible to chistcr programs. 
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Table 2 



RANK ORDER AND MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETENCIES 
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF VTAE GRADUATES 



THE FOURTEEN PROGRAMS AND FIVE PROGRAM CLUSTERS 



COMPETENCIES 




Participate In « conference 



WnHW PROGRAM 




TTIB FOURTEBN rtfcOORAMS AS© FIVE PROGRAM CLUSTBM 




Complete job^teUted forms (AppUcatioai, purchase requitltloaJ , 
Invoices, sales receipts, orders) 



Hmalle receptions and iKroductioos competently 



Reroembcf essential Information 



Taloe notes effectively 



Write a business letter 



Use abbrevlatioas and numbers In report wrltlnf 



Give tnstructloDS orally 



Understand oral Instructions 



Interpret ani explain graphic llluatrationa (graphs, charts, tables) 



Proofread and edit ivritten communications 



Write a general report 



Work cooperatively with other employees 



Oryinize and lead a conference 



Question Indlvkiuals to clarify Infotmation 



Use Grammar correctly 



Spell correctly 



Punctuate 



Express ideas clearly and concisely 



Present technical data orally 



Read to comprehend Job-related and technical materials 



Lead a problem -aolving or Informational discussion group 



Participate in a problem -solving or informational discussion group 



Listen for main Ideas 



Prepare written work neatly 



Skim for penlncnt Information 



Lead and participate in a liunlnesa meeting (RirlUmentary procedure) 



Understand occupational terminology 



Read aloud effectively 






Recoj:5il7c fact fr»irt opinion 


Listen tactfully 







Give attention to detail rs 



Adjust to a variable work load 



Participate 1.. a conference 



Write a f«jrmal, tincumented report 



Adapt spoken word usafe to the job attuKtloB 


4.17 


11) 
).t4 


Use the voice effectively and pronuncUtlon d words correctly 


(17) 
1,59 


(19) 
?.2S 


Maiouin confidentlaUty concerning Job -related Information 




(2) ■> 


(9.5) 
3",94 


Use the telephone effectively 


(12^) 
3,94 


(21.5) 
3.19 


Respond to non-verbal communication (Body lanfuage) 


(36) 
2.46 


(37) 
2.25 



(24.5) 
,03 



(27) 
3.14 



(19.5) 
3.53 



(22) 
3,43 



<28) 
3^03 



(31,5> 
2,83 



(3.5) 
4.37 



(37) 
2,34 



(14) 
3.80 



(25,5) 
3.31 



(30) 
2.86 



(19.5) 
3.53 



(38) 
2.32 



(21) 
3.44 



(25.5) 
3,31 



(40) 
2.00 



(3.5) 
4.37 



(39) 
2,0,1 



(23.5) 
3.37 



(10) 
4.09 



Mrans fnr Prnj^ani** and Proirram CluRierH 



(33) 
2.76 



3.43 



(33.5) 
2.79 



(1) 



(20.5) 
50 



(35.5) 
2,74 



(37) 
2,61 



(38) 
2.45 



(33) 
2.67 



(15) 
4,00 



(16) 
3.97 



(29) 
2.97 



(9,5) 
3.94 



(31) 
2,63 



(26) 
3,00 



(15.5) 
3.44 



(24) 
3,22 



(17) 
3.95 



(13) 
3.79 



<U.5) 
4.07 



(15,5) 
3.69 



(30) 
2.50 



(25) 
3.03 



(30) 
2.59 



(8) 



(33) 
2.24 



(19.5) 



(20) 
3,70 



(23) 
3.33 



(4.5) 
4.44 



(22,5) 
3.48 



(25) 
3.00 



(22) 
3.42 



pO) 
2.44 



(17)- 
3.79 



(22) 
3.40 



(16) 
3.80 



(23) 
3.38 



(28) 
2.97 



(36) 
2.58 



(17) 
3.61 



(40) 
2.00 



(39) 
2.03 



(21.5) 
3,19 



(21.5) 
3.41 



(25) 
3,22 



(39) 
2.37 



(9.5) 
4.29 



(35.5) 
2.74 



(3(1) 
2.66 



M4.5) 
2.50 



I (23.5) 
LA- 36 



(9.5) 
4.29 



i (10) 
1 4.04 



(27.5) 
3. {10 



(40) 
2.05 



(37.5) 
.76 



(5.S) 
4.32 



(17.5) 
3.5.8 



(22,5) 
3.48 



(14.5) 
00 



(13) 
4.04 



<15.5) 
3,96 



(26.5) 

a2 



(36) 
1.87 



(21) 
3.54 



(40) 
1.27 



(35) 
1.8B 



(26.5) 
2,82 



(10) 
4.12 



(25) 
3.03 



(17.5) 
3.33 



3.17 



(10) 
3.46 



(1) 



(11.5) 
4.15 _ 



(25) 
3.15 



(39.5) 
1.58 



(26.5) 
3.12 



(24) 
3.(M 



(40) 
1.66 



pi)) 
3.42 



(32.5) 
2.11 

(29) 



(38) 
1.58 



(14) 
4.JK1 



(32) 
2.12 



(24) 
3.30 



(39.5) 
1.58 



(16.5) 

:i.«H 



(34) 
2.09 



(29) 
2.85 



1 (10) 
I 4.16 



(4.5) 
4.44 

1.85 



(36) 
1.97 



(31) 
2.35 



(40) 
1.53 



(27) 
2.94 



(11) 
4.09 



(31) 
2.61 



(21.5) 
3.17 



(36.5) 
.89 



(17,5) 
3.33 



3.22 



(14.5) 
3.61 



(31) 
2,61 



(24) 
3.05 



(3B) 
1.61 



(18) 
3.77 



(29) 
2.77 



(H) 
4.22 



(36) 
1.86 



3.2'» 



,84 



2,62 



(27.5) 
79 



2.8t 



(30) 
1,77 



(30) 
1,77 



(3.5) 
4.15 



(10.5) 
3.37 



(33.5) 
1.62 



4.15 



(2.5) 
4.26 



1.92 



(33.5) 
1.62 



(33) 
1.63 



(14.5) 
3.61 



(33) 
2. ISO 



(19) 
3,28 



<B,5) 
3.94 



(39) 
1.S6 



(40) 
1.50 



(27.5) 
1.79 



2.08 



(25.5) 
2.00 



(7.5) 
3.62 



(20.5) 
3^90 



(10) 
4.38 



2.01 



(26) 
1.84 



(20.5) 
2.46 



(5.5) 
4.62 



(22) 
3.86 



(I5.S> 
3.92 



(25) 
3.13 



(37) 
2.48 



(20,5) 
3.90 



(26) 
2.94 




(24) 
3.(K) 



(35.5) 
1.42 



(19) 
4.(X) 



(13.5) 
3.0{» 



(29) 
1.7H 



(39) 
1 ..^3 



2.5'» 



(17.5) 
2.62 



(12.5) 
3.23 



(36.5) 
l.'^l 



(4) 



4.81 



(19) 
2.85 



{(IB) 

U.io 



' (24) 



♦Rank OnU'r 



•Mean ref-ponse on a 5 -point Llkert scale when 5 points were awarded for each 
^xtri'tuL'Iv Iniportant rt^tpon5;e, 4 polnt'i f<jr Very Important, \ puint'. f'>r 
ir.iportant. 2 poUitrrfor Mrnler ately Impo rtant , and 1 point fc)r Not Important . 



***Rank Order determintJ Pr"^?cai" i hi-ft 



••Pr.ij^r.nv. tcr Mei 

,!r- Mt Jii" '4 Proprai 



^ERIC 



11 



12 




flcrt icale when 5 points were awarded for each 
, 4 points for Very Important . 3 points for 
i ttly Importtnt . and 1 point for Not Lm porta nt . 



***Rank Order detprmlned by Program Cluster means 



Program Cluster Means 
are Means of Program Means 



hi 

ERIC 
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RANK ORDER A^CD MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETE^jCIES 
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF SUPERVISORS 



THE THIRTEEN PROGRAMS AND FIVE PROGRAM CLUSTERS 



COMPETENCIES 




Give atteatjon to de^alla 



RANK ORDER AND MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETENCIES 
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF SUPERVISORS 



THE THIRTEEN PROGRAMS AND FIVE PROGRAM CLUSTERS 





•Rank Order 



**Mean response on a 5 -point Likert scale when 5 points were awanlcd for eacli 
Extremely Important response, 4 points for Very Im portant , .] points for I mp ortant , 
2 points for Moderately Impo rtant, and 1 point for Not Imporuin t. 



*Rank Order determined liy Proprain Chriter tiieans 



•Program Cluster Means 
«>f Prograni Means 



ERIC 
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16 



4.00 

^22) 
3.65 



, tablei) 




rt scale when 5 points were awarded (ox tuch 
\ points for Vt^Jmpr^tairt. 3 points for Impnrtant , 
, and 1 point for Not importan t. 



♦Rank Oryit-r dftt rmmed Iw lYnpr r" (Mn'^N^r riu-ans 



****rrogram C'lustcr Mean:", are Nkann 
f)f rrcgraiTi Means 
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TABLES 4 THROUGH 16 ON THE FOLLOWING PAGES PRESENT THE 
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED DY SUPERVISORS WITHIN EACH OF THE FOLLOWING THIRTEEN AREAS 



Table 4 Accounting (10-101) " p. 27 

Table 5 Data Processing (10-107) p. 28 

Table 6 Marketing (10-104) p. 29 

Table 7 Clerk Typist (31 -106) p. 30 

Table 8 Stenojjraphei (31 -lOf)) p. 31 

Table 9 Secretarial Science (J 0-106) p. 32 

Table 1.0 Mechanlcal Draftlng (31 -421) p. 33 

Table 11 Machine Tool Operation (31-420/32-420) p. 34 

Table 12 Practical Nursing (31 -510) P. 35 

Table 13 Medical Assistant (31 -509) p,. 36 

Table 14 Operating Room Assistant (31 -512) p. 37 

Table 15 Electronics (10-605) p. 38 

Table 16 Mechanical Design (10-606) p. 39 
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Table 4 



RANK ORDKR AND MKAN RESPONSE FOR KACII OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS OF ACCOUNTING (10-101) 

GRADUATES . 



(1) =^* 4.55^'^" Maintain confidentiality concrrnino- job-related information 

(2) 4.38 Remember essential information 

(3) 4 .35 Work cooperatively with oUier employees 

(4) 4.30 Give attention to details 

(5) 4.28 Exprqks ideas clearly and concisely 

(6) .4 . 20 Understand oral instructions 

(7) 4.18 Adjust to a variable work load 

(8) 4.15 Listen tactiuUy 

(9) 4.08 ^ CompUrte job -related forms (Applications, purchase requisitions, invoices, 

sales receipts, orders) 

(10) 4.03 Recognize fact from opinion 

(11) 4.00 Adapt spoken word usage to the job situation 

(12) 3.95 Use the telephone effectively 

(13) 3.90 Spell correctly 

(14) 3 . 88 Prepare written work neatly 

(15) 3.83 Understand oral instructions 

(16.5) . 3.80 Adapt v/ritten word usage to the job situation 

(16 . 5) 3 . 80 Listen for main id. as 

(18) 3.75 Understand occupational lerminologjr'- 

(19.5) 3.70 AVrite a business letter 

(19.5) 3.70 Question individuals to clarify information 

(22) 3.65 Use the voice ef^Y^ctively and pronunciation of words correctly 

(22) 3.65 Take notes eficcljvely 

(22) 3.65 Use Grammar correctly 

(24) 3.63 Skim for pertinent information 

(25) 3.58 Read to comprehend job-related and technical materials 

(26) 3.50 Punctuate 

(27) 3.48 Handle receptions and introductions competently 

(28) 3.43 Troofread and 'edit written comnnmication::; 

(29) 3.35 Present teclmical data ornlly < 

(30) 3.20 Participate in a conference 
(31 . 5) 3 . 1 G Writ e a ^:oneral rc port 

(31 . 5) 3.18 Interpret and explain graphic illustrations (graphs , charts , tables) 

(33) 3.10 Participate in a problem -solving or informational discussion group 

(34) 3.05 Write a formal, documented report 

(35) 3 .00 Use abbreviations and numl^ers ill report v/riting 

(36) 2. 80 Organize and lead a conference 

(37) 2.75 Lead and ^yrirlicipale in a bufsiness niceiiniT (Parliamentary procedure) 

(38) 2.73 Lead a pr'):)lt:m -l-oivin*', or iuiorn ational discussion f>roup 

(39) 2.:>S Rertd aloud onect ivf^lv 

(40) 2.20 Rc-'iiond lu non/erbnl ^.u^uimuiiicirKm (JVviy langna^ie) 
• Mlanl: Order 

••'•'Mean response oii a 5-point Likert scale v;hen 5 pnlnls v/crc awrMAie^l for o irii Lxtronu lv 
Ininorlant rc-^jjon^u.'. 4 p(Miiic-. \'- iMinj^rMniii , :^ j^oijio-; t\>r hi:;'oriri!il , 2 ;;:;inti-: Un' 
Moderately Important. , and 1 point for Not b^^i^-taiiU 

ERJC 



Table 5 



Ri\NK ORDER AND MKAN RESPONSH FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS OF DATA PROCESSING (10-107) 

GRADUATES 

Give attention to details 
Work cooperatively with other employees 
Remember essential Information 

Maintain confidentiality concerning job -related Information 
Question Individuals to clarify infomiatlon 
Adjust to a variable work load 
Understand oral Instructions 
Express ideas clearly and concisely 
Read to comprehend job-related and teclinical materials 
Take notes effectively 
Listen tactfully 

Understand occupational terminology 
Adapt written word usage to the job situation 
Listen for main Ideas 
Recognize fact from opinion 
Adapt spoken word usage to the job situation - 
Give instructions orally 
Present teclinical data orally 

Participate in a problem -solving or Informational discussion group 
Write a general report 
Prepare written work neatly 

Lead a problem -solving or informational discussion group 
Skim for pertinent Infonr.atiou 
Write a formal, documented report 
Use the telephone effectively 

Interpret and explain graphic Illustrations (graphs, charts, tables) 
Complete job -related Torms (Applications, purchase requisitions, invoices, 

sales receipts , orders) 
Use Grammar correctly 
Participate In a conference 
Proofread and edit v. ritlen communications 
Spell correctly 

Use the voice effectively and pronunciation of words correctly 
Handle receptions and introductions competently 
Organize and lead a conference 
Write a business letter 
Punctuate 

Use abbreviations and numbers in report writing 

Lead and participate in a business meelin^ (Pairliamentary procedure) 
Respond to non-verlxil communication (l)ndy lanjj^ua;j;e) 
Ileari aloud elieclively 



(1) 


4.62 


(2) 


4.48 


(3) 


4.43 


(4) 


4.38 


(5) 


4.31 


(6) 


4.30 


(7) 


4.26 


(8) 


4.24 


(9) 


4.17 


(10.5) 


4.07 


(10.5) 


4.07 


(12) 


4.05 


(13) 


4.00 


(14) 


3.98 


(15) 


3,93 


(16) 


3.88 


(17) 


3.83 


(18) 


3.71 


(19) 


3.69 


(20.5) 


3.40 


(20.5) 


3.40 


(23) 


3,38 


(23) 


3,38 


(23) 


3.38 


(25.5) 


3.29 


(25.5) 


3.29 


(27) 


3.21 


(28) 


3.19 


" (29) 


3,17 


(30) 


3.12 


(31) 


3,07 


(32) 


3.02 


(33.5) 


2.98 


(33,5) 


2.98 


(35) 


2.79 


(36) 


2.78 


(37) 


2.67 


(38) 


2.40 


(39) 


2,17 


(40) 


2.10 
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Table 6 



RANK ORDER AND Xtii AN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMLNF.D BY SUrKRVISORS OF MARKETIN(3 (10-104) 

CRADUATi'S 



(1) 


4,43 


Remember, essential infomialion 


(2) 


4,40 


Work cooperatively with other employees 


(3) 


4,29 


Give attention to details 


(4) 


4.23 


Understand oral instructions 


(6) 


4,17 


Maintain confidentiality concerning job -related information 


(6) 


4.17 


Use the telephone effectively 


(6) 


4.17 


Express ideas clearly and concisely 


(8) 


4.14 


Adapt spoken v.-ord usa;:.-' to the job siliution 


(9) 


4.09 


Listen taclitilly 


(10) 


4.06 


Handle receptions and introductions competently 


(11) 


4.03 


Adapt written word usage to the job situation 


(12) 


4 .00 


Complete jOD-relateci tornis (^iippiicuLioiis, purciicifac xcquibiLiuii£>, mvui^^co. 




sales receipts , ordery) 


(13) 


3.97 


Listen for main ideas 


(15) 


3.91 


Use the voice effectively and pronunciation of words correctly 


(15) 


3.91 


Recognize fact from opinion 


(15) 


3.91 


Adjust to a variable work load 


(17.5) 


3. 89 


Question individuals to clarify information 


(17.5) 


3.89 


Use Grammar correctly 


(19) 


3.85 


Understand occupational terminology 


(20.5) 


3.80 


Write a business letter 


(20.5) 


3.80 


Give instructions orally 


(22) 


3.79 


Read to coniprehGud joh-relatod and teclinieal materials 


(23.5) 


3.71 


Spell correctly 


(23 . 5) 


3.71 


Prepare written Vv^ork neatly 


(25) 


3.57 


Proofread and edit written communications 


(26) 


3.54 


Take notes effectively 


(27.5) 


3.49 


Organize ard lead a conferenee 


(27.5) 


3.49 


Funciiiate 


(29) 


3.47 


Parlieipate in a problem -solving or informational discussion group 


(30) 


3.31 


Skim for pcninent information 


,(31) 


3.29 


Write a frenernl report 


(32.5) 


3.27 


Respond to non-verbal eommunication (j>ody language) 


(32,5) 


3.27 


Present technical data orally. 


(34.5) 


3.26 


Interpret and explain graphic illustrations (graphs, charts, tables) 


(34,5) 


3.26 


Participate in a conference o 


(36) 


3.21 


Lead a problem -solvini: or informational discussion group 


(37) 
(3S) 


2.88 


Write a formal, documented report 


2,80 


Lead nml participrite in a Lau-iiiess mc-etiiV!. (raxii^mientan' procedure) 


(3')) 


2.71 


Ui^c r)bi.rc-\ i'liions nij:i.b: rs in r'-p^rt \vritini': 


(40) 


2. 19 


Read aloud L'ii j-v H\'clv 
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Table 7 



RANK ORDER AND MEAN RESPONSE I?OR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS OF CLERK TYPiST (31--106) 

GRADUATES 





4 ,58 


Maintain confidentiality concerning job-related information 


(2) 


4.50 


Work cooperatively with other employees 
AdjUvSt to a variable work load 




4.47 


(4) 


4.44 


Understand oral instructions \ 


(5) 


4 .41 


Give attention to details \ 


(6) 


4.38 


Remember essential information ^\ 


(7) 


4.36 


Spell correctly \ . 


(8) 


4 .25 


Use the teicphonu elleci.ivt'Iy \ 


(9) 


4.12 


Use Grammar correctly \ 


(10) 


4.03 


Listen tactfully \ 


(11.5) 


3.97 


Punctuate \ 


(11.5) 


.3.97 


Prepare written work neatly \ 


(1 3 . 5) 


3,91 


Adapt spoken word usage to the job situation \ 


(13.5) 


3 , 91 


Understand occupational terminology \ 


(1 S) 


3 79 


Adapt written word usage to the job situation . ' 


(16) 


3 ,74 


Use the voice effectivelv and pronunciation of words correctly 


(17) 


3 65 


Express ideas clearlv and conciselv 


(1 8) 


3.62 


Complete job-related forms (Applications, purchase requisitions, invoices, 
sales receipts, orders) 


(1 0) 


3 .58 


Take notes effectively 


(20) 


3 . 56 


Proofread and edit written communications 




3 . 53" 


Question individuals to chirify information 


(22) 


3 .41 


. Skim for pertinent inforn.ation 


(23) 


3 ,38 


Listen for main ideas 


(24) 


3.32 


Write a business letter 


(25 5) 


3 . 21 


Handle receptions and inlroductions coujpetently 


(2S S) 


3 "^1 


Read to comprehend job-related and technical materials 


(21 5) 


3.18 


Give instructions tally 


(27 S) 


3.18 


Recognize fact from opinion 


(29) 


2. 85 


Use abbreviations and numbers in report writing 


(30) 


2 . 53 


Respond to non-verbal C'.^mmuniaiti(Mi (jWxly lai};.mage) 


(31) 


2. 29 


Write a general report 


(32) 


2.21 


Participate in a problem -solving or informational discussion group 


(33.5) 


2.18 


Present technical data orally 


(33.5) 


2.18 


Participate in a conference 


(35) 


2,09 


Interpret and explain graplnc illustrations (gi^aphs, charts, tal-)les) 


(36.5) 


2.00 


Read aloud effectively 


(36.5) 


2.00 


Write a formaU documenlc^d report 


(38) 


1 . 9 


()r;^;inl/.c and lentl a ron.'c rence 


(3^)) 


I . 82 


Lead a prohlcan rsol v in'r or inT'^rn .Mifioal iiscii:':'inn in^>nn 


(1") 


1 .71 


Lead anci particiiv^te in a l;u^■U!.v : meeting (i'arliameata 17 proet^durc) 
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TabU^ 8 



IL'\KK ORDini AND Mr. AN RI^SrOiNSI-: FOR r:ACH OP FORTY COMPFTI-NCIi:S 

AS dktfrmini;d by srrr;R\'isoRs of^ sti-nography (:u-io:i) 

GRADUAlI'iS 

(1) 4.70 MainUlin copfi it'iit ia! ily r.mv crniiii^; job-rrlatod irformation 

(3) 4.67 Renienihcr essential in;ori;>ation 

(3) 4.67 Work cooperatively with other cinployees 

(3) 4.67 Spell correctly 

(5) 4.64 Understand oral instructions 

(6) 4.52 Adjust to a variable woii load 

(7) 4.48 Give attential to details 

(8) .1 .12 " i:.^e Grn!:;!r.:.n: c'(.«;):l-;;i'v 

(9) 4.33 Use the telephone eifecliveiy 
(11) 4,30 Take notes effectively 

(11) 4.30 Prepare written v/ork neatly 

(11) 4.30 Listen tactfully 

(13) 4.27 Punctuate 

(14) 4.1vS Adapt spoken word usage to the job siliiation 
(16) 4 ,09 Adapt written v/ord usage to the job situation 
(16) 4.09 Write a busines;^ letter 

(16) 4.09 Express ideas clearly and concisely 

(18) 4.06 Handle receptions and intrcxiuctions competently 

(19) 4.00 Proofread and edit v/ri uen conniniriieations 

(20) 3.^)7 Ure the voice eifectivel- ixn-l pronunciation of v;ord^> cc^rrf/tiy 

(21) 3.94 Complete jo!)-relatcd tonus (Applications, purcli^se requisitions, invoices, 

sales reteinis , orders) 

(22) 3. 88 Understand occupational K'rniinolof;\ 

(23) 3.67 Give histructions (U-ully 

(24) 3.61 Question individuals to clarify information 

(25) 3.48 Reco<ini''-e fact from opiTiion 

(26) 3. -IS Listen ior n ain i(i*-is 

' (27) 3.2n Read to conipi'chcnd job-rL IrtU'd and 'ecinucc:! liiaferuils 

(28) 3J8 Skim for periiivjui infevnat ion 

(29) 2.72 Write a Lencrol rr-M.rt 

(30) 2. TO Pj'e a! bix vi'Mio-]s :'vA n-iu- j^ r.: in n ^lort v;ritin^: 
(31,5) " 2,n'^ i\e:--pon(:i U) nj^r' -\'e>'-::i c^,! tiuhuc:: 'J^ ■!! 1;^ iaii;_,i;'!i.iL') 
(31.5) 2.63 Present technical data orally 

(33) 2.44 Interpret and explain t-raphic illust ratic^ns ([graphs, charts, tables) 

(34) 2,41 Participate in a problem -solving or anforri.ational discus.sion group 
(3vS) 2.36 Orguni:^.e and lead a conference 

(36) 2.31 Participate ma conference 

(37) 2.22 Write* a formal, documented report 
(3!^ 2.1:^ Read ab.id -ff^ :r!iv; \ 

. 1 3 1 .^'-.L (1 a j - ro^ - i ■ 'iv - , u ;f ■ ; ' ^ i ^ mTi , . ;M > ! ' ■ rsi -', : mi - r^i 

(-10). 2.^3 L'':aira-'^ r:i KM^ ■ i ^ f ■ in a i : -ant iir '^-thi-- t i'if\ :;t;rtury y^vn,, i-^lw]-'/^ 
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Table 9 



IIANK ORDKR AK'D h'lEAK RI'SrONSK FOR !■ ACII OF THE FORTY COMPETFKCIES 
AS DETERMINED \]Y SlJPi-R VISORS OF SI-:CRETARIAL SCIENCE (10-106) 

CJRADIIATI'S- 



(1) 


4 


.69 


Maintain confiduntialiiy concenaing job -related infornuition 


(2) 


4 


.59 


Work cooperativclv with other employees' 


(3) 


4 


.33 


Give attention to details 


(4) 


4 


.30 


Spell correctly 


(5,5) 


4 


.26 


Remember essential information 


(5.5) 


4 


.26 


Understand oral instruction^' • 


(7) 


4 


. 22 


Use the teler<]u:)ne effect ivelv 


(8.5) 


4 


. 1 9 


Prcjol'i\.:ari an i vd]' written ci^rrinumications 


(8.5) 


4 


.19 


Adjust to a \'ariable v/ork load 


(10) 


4 


.15 


Listen tactfullv 


(11) 


4 


.07 


Prepare written work neatly 


(12.5) 


.3 


.93 


Use Grammar corxectly 


(12 5) 


3 


.93 


Punctuate 




3 


. 89 


Conn^Iete job -related forms (Applications, purchase requisitions, invoices, 
sules receipts, orders) 


(15 5) 


3 


. 85 


Adapt spoken word usa^e to the job situation 


(15.5) 


3 


. S5 


Take notes effectively 


(17) 


3 


. 78 


Question individuals to clarify information 


(18.5) 


3 


.71- 


Adapt writ V en word us;i ^e 'co the. ii)b Situation 




'i 




], X 't s i{ J i''< * c {i''.Vi'\\' i\ vd L o lie i .st.' I v 




3 




l.i*-ten for maiu id^'as 




o 


. 71 


V/.^'i'tj a bi:sinc*ss li'ltc-i' 


(22.5) 


3 


. t>7 


I 'se iht' voice- f ifeciivtdy and pronOTiciation of words correctly 




3 


hi 


llnT^dle recentions and introductions coiiioetc ntlv 




'2 

o 


. i'« » 


T r'lnrl nmu">n ti nnn 1 tOT'in i nnl oov 




3 


. * ' 


Give iDS'tnu'l ic>ns oTullv 


('^^) 




. 2d 


R e c ' j i"* i / i 7 e in c t f t ' i \t o\')i n ion ^ 






. 1 1 


Sl'iixi t(ir ["ertihent infoi'iiiai i >n 




'V 


. 


Head to coTi ortJiC'iKi jof^— re iLMf?d and tCLiitncal nrt!eri;ds 


(29) 


2 




^•Ic-sn nd to Ti'ni-verital cinpniiinicaMon {IVvjy laniii'M;/ ) 




2 








2 


. r2 


Us',* }rc V ?a! k*n^T ari i nun.iters in report writing 


(32) 


2 


.36 


Participate in a problem -solviufv or informational discussion group 


(34) 


2 


.19 


hiterpretand (explain graphic ilbu^trations (graphs, cliarts, tables) 


(34) 


2 


,19 


Present technical daia orally 


(34) 


2 


.19 


Participate in a cmiierence 


(36) 


2 


.08 


Write a formal, docLunenled report 


(37) 
(:U^ 


1 
I 


. 93 
. 


Question individ^iabi to cUuify infornuUion 

lr:\vA a r>^-« ^'^^-'H -:-)'\'nv^ 5>}' irn'o! i(Mial di^;cussion group 


(3^n 


1 




iii c:icM!d v-i"j(. 


(4(^) 


1 




Iah.I a{;u. r'^'Ueip't*' in a ^u::Uii ' S !.>(-Ctiif'.', (Tarliariienta ry procedure) 
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Table 10 



RANK ORDMR AND WVAH RI-SrOKSi: FOR EACH OP Tllli FORl'Y COMPrrrHNCIi:S 
AS DETKRMIM'D BY SUrERVISORS OF Ml'CIIANiCAL DRAl^TINC (:U-421) 

GRAnilAlFS 

Work coopuraliv(:?ly \vit!i oihcr tairployces 
Give attenlion to details 
Understand oral iastructions 
Remember essential information 
Adjust to a variable work load 
Express ideas clearly and concisely 
Recognize fact from opinion 
l"a!se notos cm c^ivtl ' 

Adapt spoken word Ui'ai:re to the job situation 
Understand occupational terminoloj^ 

Maintain confidentiality concerning: job-related inforuiation 
Question individuals to clarify information 
Read to comprehend job-related and> technical materials 
Listen for main ideas 
Listen tactfully 

Adapt written word usage to the job situation 

Interpret and explain graphic illustrations (graphs, charts, tables) 
Give instructions orally 
Spell correctly 
Prepare v/rinen v/ork neativ 
Use tliO telephoiic crft/cUvdy 

Complete iob-ixlatcd fi>rrns ( Appl i^^^^tions , purch:isc? reoiii-' itinus . invoices, 
sa 1 u s vv ce i i t s , o vdi- r s ) 
Skim for pertinent information 
Use Grammar correctly 
Present teclniicul data ocaFiy 

I'se the volci: eiVcctivoly v>rA pro:^:':iciat un^ cS woViW cnmfcUy 
rroofrcad vVid euil \vriii'.-:n CtN.;i;auucatif>n:': 
I'artich'atc in a ci^nicvvi.."j 

U^^e a^joreviat iotis and nuiiibcj^^s in rrport wriiiii'V 

Write a (general report 
Punctuate 

Handle reception.^ and introductions competently 
Write a formal, docunu-ntcd report 

Lead a problem -.'^olviivj^- or information discussicm jrronp 
OKfpnize and It ad a c onfc-rt-TH-e 

! .< ad avi\ n ■. ■ U' i a ' ^ ' ■ < '.i^ ■. 1 1 i n; ■, . ; ! ia i ; .t/*:i :i r\ V'^^^'^ ^ ■n'a-) 

i-lf ido''!.3 \U r-' L . 



(1) 


4.51 


(2) 


4.36 


(3) 


4.21 


(4) 


4.18 


(5) 


4.00 


(6) 


3.97 


(7) 


3.87 


(8) 


3 . 85 


(9) 


3.82 


(10) 


3.79 


(11.5) 


3.77 


(11.5) 


3.77 


(13.5) 


3.72 


(13.5) 


3.72 


(15) 


^.69 


(16) / 


3.67 


(17) ^ 


■v_3— §^ 


(1 S) 


3.51 


(19) 


3.41 


(20) 


3.36 


(21) 


3.31 


(22) 


3.28 


(23) 


2.97 


(24) 


2.95 


(2=^) 


2.92 


(2(j) 


2 . 85 


(27) 


2 . 79 


(28) 


■ 2.77 


(29) 


2.72 


(30) 


2.6^' 


(31) 


2.M 


(32) 


2 . 62 


(33) 


2 . 56 


(34) 


2.54 


(35) 


2.44 


(36) 


2.28 


(37) 


2.2(. 




1 . '■n 


(3').n) 


1 




1 . ;-■ 
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Table 11 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES • 
AS DETERMINED BY SUPERVISORS OF MACHINE TOOL OPERATION (31-420/32 -420\ 
• GRi\DUATES 




Work cooperatively with other enip.loyee^ 

Remember essential information . ' - - . • ^ 

Understand oral instructiona . • 

dive attention to details 

Listen tactfully ^ ^ ' ■ . - 

Adjust to a variable work load . - ...^ 

Understand occupational terminology , * 

Express ideas clearly and concisely ' 

Adapt spoken word usage to the job situation ' \ 

Listen for main ideas 
Recognize fact from opinion 
Give instructions orally 

Adapt written word usage to the job situation 

Read to comprehend job-related and technical materials 

Question individuals to clarify information 

Ptesent technical data orally 

Complete job -related forms (Application^, purchase requisitions, invoices, 
sales receipts , orders) ' / 
Take notes effectively 

Interpret and explain j^^raphic illustrations (graphs, charts, tables) 
Maintain confidentiality concerning j ob -related information 
Skim for pertinent Information ^ 
s^Spell correctJy 

repare written work neatly 
Use Grammar correctly 

Ufie the voice effectively and pronunciation of words correctly^ 

Use the telephone effectively . • 

Handle receptions and imroductions competently 

Participate in a problem -solving or informational discussion group 

Participate in a conference 

Write a j^chcral report 

Use abbreviations and numbers in report writing 

Lead a pfoblem-solvirtg or information discussion group 

Organize and lead a conference . 

Proofread and edit written communications 

Punctuate 

Write a business letter 

Lead and participate in a business meeting (Parliamentary procedu^Mc) 
Write a formah documented report 
Read aloud cjfcctivcly 

Respond to noh-verlxil conimunicalion (Body lanpiage) * 
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Table 12 



RANK ORDER AND MEAN RESPONSE FOR EACH OF TIJE FORTY COMPETENCIES/ 
,AS DETERMINED BY SUPERVISORS OF PRACTICAL NURSING (31-510^ 

■ GRADUATES 



(1) 




McHntain coniiUcnLiaiiLy concexnuig jou-rLJiaLcu xiilui. litaLiuii 


(2) 


A Q1 


VvOrK COOpcFaLlVdy vvliii ULiici- ciinjiuycca 


(3) 


A nA 

4-74 


Remember essential information 


/A e\ 

(4.5) 


A ^ O 


unciersiano orai lUSLrucLions 


/A C\ 

(4.5) 


4 ,oo 


ijiSLen LacLiuLiy ■ ' r 


(6) 


.4 . 60 


Adjust to a variable work loa(i 


(") 


4 . 52 


Adapt spoken woTil usac:;c lo iriC* |0n sjiiiaLion 


(B) 


4.47 


Give attention to details ^ ^ 


(9) 


4.45 


Adapf written word usage to the job situation 




4 .42 


Spell correctly 


(U) 


4.39 


Express ideas clearly and concisely 


(12) 


4 .35 


Understand occupational terminology 




4.32 


Recognize fact from opinion 


(14) 


4.19 


Give instructions orally 


(15) 


4 .Id 


vJuestion inaiviauais to ci<ixiiy iruuxiiiciLiuii 


(16) 


'< in* 
4 .lU 


use Lrrammar correciiy 


(iB) 


/I AO 

4 . Uo 


use Llie voice cUcCLIVcLV dllU ^XlJllUilL-lcimjli kjl w ^J-lk^^ i.\^^i.ky 


(18) 


4.03 


Use tne teiepnone etiecriveiy 


(1 8) 


4 . 03 


Take notes effectively 


(20) 


O , V / 


xiespono lo non-veiDdi coiuinuinL^nuii ^^oliu) laii^ua^^ ^ 


(21) 


3.94 


iwisten tor main icieas 


(22) 


3 . 90 


Kcad to con;pienciiu |Oo-iCiaieu anu icuiniicai iiiaLUi. lait) t 


(23) 


3 . 87 


Prepare written work neatly 


(24) 


3.77 


Participate in a. problem -solvmg or iiuormationai aiscussion group 


(25) . 


3 . 60 


Participate in a conference 


(26) • 


3.S5 


Handle receptions and intx'ocl actions competently . • 


(27) 


3 .45 


Present te clinical data orally 


(2b) 


3 .43 


Punctuate 


(29) 


3 . 39 


Skim for pertinent information 


(30) 


3.19 


* .... 
uy>c anl)i e viarionh ana numncrs in rcpon wliuu^ 


(31) 


3.1 0 


Or^'tmize an^l lead a .coiUerence 

' ■ ' * •• . ' . 


(32) 


3.07 


uomplete jOu-reiaieG lornis ^iippLleaLlou^5, pLixL.iicibc: icLjuicuLiuiio , invv^i^^co 




SaicS XcUUipib , UXUUioy^ 


■ (33) 


3.06 


Interpret and explain graphic illustrations (graphs, charts, tables) 


(34) 


2.97 


AVrite a general report 


(35) 


2.74 


Lead a problem -solving or informational discussion group 


(36) 


2. =^3 


Proofread and edit written communications 


(37) 


2.47 


Write a foriual . documented report 


(3K} 


2.42 


Read aloiui eifecvively 


(39) 


2.10 


Lead and pariici;vjte in a business meeting (rarliamentary procedure) 


(40) 


2.03 


Write a business letter * ' * 




-•35- 
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Table 13 



rank' ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
_ AS DETERMINED BY SUPERVISORS OF MEDICAL ASSISTANT (31 -509) 

GRADUATES 



(1) 


4.76 


Maintain conl'idontiality concerning job-related information 


(2). 


4. 


52 


Use the telephone effectively 


(3) 


4. 


50 


Work cooperatively with other employees 


(4) 


'4 . 


46 


Understand oral instructions 


(5) 


4.42 


Remember essential infox'niation 


((>) 


4. 


40 


Understand occupational terminoloi^' . 


0) 


4 


3H 


Give ailentio^i to details 


(8) 


4 


36 


LiwSten tactfully 


(9) 


4 


.33 


Adjust to a variable work load 


(10) 


4 


.25 


Spell correctly 


, (11) 


.4 


.04 


Adapt spoken word usage to the job situation 


(12) 


3 


.88 


Question individuals to clarify information * 


(13) 


3 


, 84 


Use the voice effectively and pronunciation of words correctly 


(14) 


3 


, 83 


Give instructions orally 


(15) 


3 


.79 


Use Grammar correctly 


(16) 


3 


.68 


Express ideas clearly and concisely 


(17) 


3 


.67 


Take notes effectively 


\x u. 


3 


56 


Adapt \vritten word usa^e to the job situation 






, 56 


Prepan? wrilten work nearly 




3 


« \j <j 


Handle receptions and imnxluctions competently 




3 


• * ' — 


Li.stcn for main ic]ca.-> 


(22 5) 


3 


.24 


Respond to non-verbal communication (Body language) 


(22 


3 


• 24 


Reco'gnize fact from opinion 


(24) 


3 


,17 


Skim for pertinent information ; 




3 


.n 


Read to coippreheiui job-related and technical materials 


(26.5) 


3 


.08 


Gomplea^iob -related forms (Applications, purchase requisitions, invoices 
sales receipts , orders) " ^ . 


(26 . 5) 


3 


.08 


Punctuate 


(28) 


n 


.96 


Use abl;rcviations and numbers in report v/ritim^ 


(29) 


2 


.46 


Participate in a nrol kiM -sulvia-i* or informational discussion group 


(30) 


2 


.40 


Present lechuical data oratly 


(31) 


2 


.38 


Proofread and edit written conmumications 


. (32) 


2 


.33 


Write a business letter 


(33) 


2 


.29 


. Participate in a conference 


(34) 


2 


.04 


Intcrptuland explain graphic illustrations (graphs, cliarts, tables) 


(35) 




.96 


Write a formal, documented report 


(36) 




.91 


Write a general report 


(37) 




.80 


Lead a proi-lcm -.s.^lvii:;i or infcjrnu'Kional discussion g^roup 


(38) 




*75 


()r:7ini/e airi lc»id a eon eiXMice 


(39) 




.72 


Lead and pariiciprUe in a business meeiin^i; (lurliamentan' procedure) 


(40) 




.60 





Table 14 



RANK ORDER AND MKAN RESrCJNSE FOR EACH OF THE FORTY COMPETKNCIES 

AS DHT]^RMIKED UY SUPERVISORS OF OPIUIATING ROOM ASSLSTA^NT (31-512) 

GRADUATES 

(1 .5) 4 . 87 Maintain confidentiality concerning job -related information 

(l.Si. 4.87 Work cooperatively with other employees 

(3) \. 4.78 Adjust to a variable-work load 

(4) 4 . 61 Understand oral instructions 

(5) 4.52 Remeniber essential information 
(6.5) 4.35 Understand occupatioml^tenninQlogy 
(6.5) 4.35 Give attention to details 

(8.5) 4.26 Adapt spoken word usugv; lo Ihe job situation 

.(8.5) 4.26 Listen tactfully , 

(10) 4 .09 Respond to non-verbal commtmication (Body language) 

(11. 5) 4 .04 Use the telephone effectively ' 

.(11.5) 4; 04 Give instructions orally 

(13) 3.96 Use the voice effectively and pronunciation of words correctly 

(14) 3.91 Express ideas clearly and concisely 

(15) 3.74 • Read to comprehend job-related and technical materials 

(16) 3.70 Spell correctly 

(17) 3.65 Question individuals to clarify information 

(18) 3 .61 Adapt written word usage to the job situation' 

(19) 3.57 Listen for main ideals 

(20) 3.52 U.se Graiumir correctly 

(21) 3.43 Recognize fact from opinion 

(22) 3.35 Complete job-related forms ^Applications/ purchase requisitions, invoices, 

sales receipts;^ orders) 

(23) 3.17 Take notes effect ively 
•(24) 3 .09 Present technical daUt orally 

(25) 3.04 Prepare written work neatly - . 

(26) 3.00 Participate in a cnnference , . ^ . 

(27) Skim for pf.'rtinenr inforiiiation \. . 

(28) . 2. 87 Ilandle receptions ar.J iiitrrvluctinns coir>4ietently . • 

(29) 2 .83 Particinate in a prDi^k ni -selvirif: or iiifornVational discussion group 

(30) 2.50- U^'c ahhreviatiOiis ai-.'] nMin!v:*rs in report writing 
(31 .5) 2.30 Organize and lead a conference 

■^31.5). 2.30 Punctuate ^ 

. (33) 2.17 Lead a problem -solving or infprmationkl discussion group 

(34) 1.96 Read aloud effectively ^ 

(35) 1 . 87 Interpret and explain graphic illustrations Xgraphs , charts, tables) 

(36) 1\ 78 Lead and participate in a business meeting (^Parliamentary procedure) 
(37.5) 1.74 Write a gcnen^l renoVi \ 

(37.5) 1 .74 Write n fr)rin'U, docun^enled j;eport 

(30) 1.57. Write n lv5<]nrss kucr 

(40) l-.4t> , Prooircad auil c.iil writli.Mi con.'nuuicaUons . 

■ \ ' 
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Tabic 15 



RANK ORDER AND Ml- AN RESPONSE FOR EACM OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS OF ELECTRONICS (10-605) 

GRADUATES 



(1) 


4.64 


Work cooperatively wiih other employees 


(2) 


4.39 


Understand oral instructions 


(3) 


4.29 


Remember essential information 


(4.5) 


4.18 


GiViC attention to details f 


(4.5) 


4.18 


Adjust to a variable work load 


(6) 


4.07 


Read to comprehend job-related anJ technical materials 


(7.5) 


4.00 


Express idejs cU-.^ rb^ and concisc^ly • 


(7.5) 


4.(-) 


Under St. nid occuftii lor:"!! ttM'n.inol;:;;y 


(9) 


3.89 


Adapt spoken word usage to the job sitmtion 


(10)'^ 


3.85 


Listen tactfully 


(11) 


3. 82 


Question individuals to clarify infox*mation ' 


(12) 


.3.79 


Maintain confidentiality concerninpr job-related information 


(13) 


3.78 


Adapt written word usage to the job situation 


. (14) 


3.75 


Give instructions orally 


(15) 


3.67 


Recognize fact from opinion ^ ' . 


(16) 


3 . 59 


Listen for mnin ideas 


(1 7) 


3 . 57 


Interpret and exnlain graphic illustrations (graphs, charts, tables) 


(1 ^ 


3;46 


Complete jo]") -f elated forms (Applications, purchase requisitiouvs , invoices, 
sales receipts, orders) 




3.43 


Use the tcK';>ho!ie cli'ectivclv 


(20) 


3 .32 


T;ike notes effectivelv * 




3 30 


Prc^senl tcchniciil dat!"! ur'^Hv 




3 '^l 


Use Graiunjar corrcctlv 




3 15 


Prendre written wo^^k iieatlv 


(24) 


3.U 


Skim for pertinent information 


(25) 


3 . 04 


Use the voico efLv^cti^;cly and pronunciation of words correctly 


(^6) 


2.93 


Spell correct] v 






Write a f^'cner^.d renorl 


(28.5) 


2 . 82 


Write a l')u sines s let'? or 


(28.5) 


2. 82 


■ Proofread and edit written comnuini'Mtions 


(30) 


2,73 


\V r j t e a f o n ^ i ^ 1 , d> : n i i n ix:d I'e p < ' i" I 


(31) 


2.58 ■ 


.Handle receptions and InLrcductions coin pe ten tly 


(32) 


2.63 


Participate in a prol^lem -solving or informational discussion ' 


(33.5) 


2.61 


Organize and lead a conference 


(33.5) 


2.61 


Participate in a conference 


(35) 


2.56 


Panctiuite ~ - 


(36) 


2.41 


' Lead a problem -solving or informational discussion group 


(37) 


2.36 


Use abbreviations and numlK^rs in report writing 


(38) 


2 . 29 


llej pond to nrni-vcrh:il co!rui:i{tiic.>tion (r>oJy l:'n;.:in;:c) 


(39) 


2.07 


Lead a'nd p.irticipitc^ u) :i i-a-am-^^^ ivicc'ting (]\ir! iauicaii ny proct clure) 


(40) 


1 . 96 


Rc-jd aloud cffcciively 



Table 16 



RANK 0III.-)KR AND MKAN RESPONSE FOR I-ACH OF Tllh; FOKTY COMPKTENCIES 
AS DETERMINED DY SIJFERVISORS OF MEOMANICAL DESIC?N,(10-W)o) 

' (GRADUATES 

(1) 4.32 Work cooperatively wit li other oniployees 

(2) 4.18 Remember essential inforatution • ' 
(3.5) 4.11 Understand oral instructions 

(3.5) 4,11 Understand occupational terrninolopy 

(5) 4.07 Give attention to details 

(6.5) 3.96 Express ideas clearly and concisely 

(6.5) 3.% Head to coir.nrciv.^rci ifV^-rel-itc I ai'd technical mnterials 

(S.S) A;jL;pt v/riiten word ii'^.U;'^ ivvt-'- ;o!^ 

' (8.5) 3.89 Adapt spoken word usage to the job situation 

(10.5) 3.86 Maintain confidentiality concerning job-related information 

(10.5) 3.86 Recooriiize fact frorn opinion 

(12) 3.82 Give instructions orally 

(14) 3.79 Interpret and explain graphic illustrations (graphs, charts, tables) 

(14) 3.79 Question individuals to clarify iniorination 

(14) 3.79 Listen for main ideas 

(16) , 3.75 Adjust tp a variable v/ork load 

(17) 3.6R Listen tactfully 

(18) 3 . 67 Take notes effectively 

(19) 3.61 Present technical data orally , 

(20.5) . 3.ni rarticipate in a problem solving; or iniorniatiunal discussion group 

(20. 5;[ 3.51 Prepare written vrork ||at]y 

(22) 3. -2^) Skim for pjrUn:.^nt inrermrnioii . ' / 

(23) 3.28 Use the telephone eaectively 

(24) 3.25 Spell correctly 

(25) 3.22 Write a busiuc.6S letter 

(26) 3.'^! Write a general import " ' 
, (27) 3.13 Partiv'ipaTe in a i::jnt\:rence 

(29) "3.14 Organir.e and lead a conlerence 

(29) 3.14 Use Grammar correctly 

(29) 3.14 Lead a nroblem -soh hi:r or imornvition'il discussion group 

(31) 3.07 \Vr:te a forrr^il . do-!Mn?.:n( t c Mori. 

(32) 3.01 Com^ilete job-reiateJ locms (Appiicationt^ , purchase requisitions , invoices, 

sales receipts, orders) 

(33) 3.00 Use the voice effectively and pronunciation of words correctly 

(34) 2.93 proofread and edit written communications 

(35) 2.70 Punctuate 

(36) 2.67 Handle receptions and introductions competently 

(37) 2.57 Lead and parlicipate in a business meetiniv CPaLiiami-Mtary procedure) 
(3S) 2.w3 Ur^c* ab!)rv:viatfon:' MtKj iruitVers in rc !U)rt wr it iiv; 

(39) 2,12 ]^r--p'-v:d to 5n-'.*.'riMl con uruiti. at ion (nt^ly l^ni; ,! i.v^.:) 

(40) 2.11 Ile id alnud eHv/ctivuly 
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. TABLES 17 THROUGH 30 ON THE FOLLOWING PAGES PRESENT THE 
RANK ORDER AND MEAN RESPONSE EOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE FOLLOWING FOURTEEN AREAS: 



Table 


17 


- Accounting (10 -101) 


p. 


41 


Table 


18 


Data Processins; (10-107) 


p. 


42 


Table 


19 


Market iniz (10-10!) 


p. 


43 


Tal)lc 


20 


C:ieri: Typist (31 -lOf.) 


p. 


44 


Table 


21 


Stuno^n.-:' -iier (31-106) 


p. 


45 


Table 


22 


■ Sccrc-ic; rial Science fl4)-l 06) ' 


p. 


46 


Table 


23 


, Mechanical Draiting (31-121) 


P- 


47 


Table 


24 


Machine Tool Operation (31-420) 


p. 


48 


Table 


25 


Machine Tool Operation (32-420) 


p. 


49 


Table 


26 


Practical Nursing (31-510) 


p. 


50 


Table 


27 


>.!e-di(;;.>l Assistant C'l -?ny) 


p. 


51 


Table 


2H 


. Op-'raLin;- Ro-.mi Assistnnt (31 -51 2) 


P- 


52 


Table 


29 


F.leclroiiics (lO-dOn) 


P- 


53 


Tal)le 


30 


."vkciianical Desiai (l()-()Ufi) 


p. 


54 
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Table 17 



.rankordi;r and mi;an Ri:sroNSK J'OK i-:ac.;ii of tiiI' I'Oirrv coMrETi'iKCiHS 

AS DETl-RMIM'.D \)\' (}RADUATHS OF 'n ilv ACCOl'NllNO (ID- ] (U ) I'ROGRAXr" 



\ 



(1)* 


4 . 66 • 


RcjTU'inlj.'r ( s - . nlia^ infoMiM'itioii 


(2) 


4 .49 


Maintain eonlKk'ntialityconccrutnic jc^b-relatcd iiiforniution 


(3.5) 


4 .37 


Work, cooporutivc'ly with other employees 


(3.5) 


4 .37 


Understand occupational tenninologv^ . 


(5) 


.4 .26 


if\dju.sl to a variable work load 


(6) 


4 , 23 . 


Understand oral instructions 


(7) 


4 . 2] • 


Give attention todrtails 


(8) 


i .17 


Ad:M''t !. :• lO r lil-Jtlon * j 


(9) 


4,11 


Prepare v. n! .^n work neatly j 


(10) 


4.09 


Listen tactfiitly / 


(11) 


4.00 


K.\press ideas clearly, and concisely 


(12.5) 


3.94 


Use the telephone efiectively 


(12.5) 


*3 . 94 


Complete jwb -related forms (Applications, purchase requisitions, Invoices 






sales receipts, orders) 


(14) 


3 . 80 


Question individiuls to clarify information 


(15) 


3.71 


Read to comprehend job-related and technical materials 


(16) 


3.66 


Adapt ''vrittc-n v;ord UvSav<. lo tliu jol^ situation 


(17) 


3.59 


Use tile voice effectively and pronunciation of v/ords correctly 


(18) 


3 . 57 


Spell correctly 


(19.5) 


3.53 


Use ab^n. viatiOivs ond. nnmlu-rs in i\*port writinj; 


(19.3) 


3,53 


FresLait t^-cn^'icai dn' \ orady 


(21) 


3,44 


Listen for main idea.: 


(22) 


3,43 


CiivC ia-tnieUt^as ocMy 


(23.5) 


3.37 


Take notes ciU cUvely 


(23.5) 


3.37 


P.e cognize fact from opinion 


(25.5) 


3,31 


Use inranmiar correctly -. 


(25.5) 


3,31 


Skim for ijer'tin;.. I't in fw;" Ion 


(27) 


3,14 


Ifjiidle rccv rult.^s ;]ra i?:; iodvU. a mjhs row;|eiont ly . 


(2n) 


3,fn 


Inierpi'e^ ; id e vpi.an ra phic il] i:-l!-ation:-> (<a:aphs, caarts, tahie.-.) 


(29) 


2 , 97 


Wriie :i l^a^'htt.';*: K'tlt. r 


(30) 


2 . :;ci 




(31 .5) 


■) ^ ; ,r> 


j^:*otv Tv :-'! :\'-.] i.-'iv \V' i: i'^ 'a M . n III ic:i[ iiMi > 


(31.5) 


2 , .^k) 


Write a gcner.ii re-pocl 


(33) 


2 , 76 


Participate in a conference 


(34) 


2,74 


Participate in a problem - sol viny; or information discussion group 


(35) 


2,54 


Write a forn^ial, documented report 


(36) 


2,46 


Respond to non-verbal con.muTUcaUon (Ccxly lan-^^uage) 


(37) 


2,34 


Organize and kad a conference* 




2.32 


lA'-ii\ v}:('W,cvr. '—'AAvin-r or in.>,a'matu»j'al discussion f.'^rou.n 


(3.0) 


2,03 


IU«:d iW'.M'f r. ■■.'c\r:,'\\ • ' 


(4(1) 




Lead iiu'i r.M-M' i; v-ic' in a hu:a!ii '-.-- inccdui^: (TaiMkMUk i^t:M-v piMc^-uu lO 
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Table 1 8 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE DATA PROCESSING (10-107) PROGRAM 



(1) 


4.56 


Work cooperatively with other employees 


(2) 


4.50 


Remember essential informatton 


(3) 


4.44 


Understand oral instructions 


(4) 


4.31 


Understand occupational terminology 


(5.5) 


4.25 


Give attention to details 


(5.5) 


4.25 


Adjust to a variable wrork load 


(7) 


4.19 


Express ideas clearly and concisely 


(8) 


4.06 


Question individuals to clarify information 


(9.5) 


3.94 


Maintain confidentiality concerning job -related information 


(9 5) 


3 .94 


Read to comprehend job-related and technical materials 


(11) 


3.84 


Adapt spoken word usage to the job situation 


(1 2) 


• 3.75 


Listen tactfully 


(13) 


3.69 


Give instructions orally 


(14) 


3.48 


Present technical data orally 


(1 S S) 


3 44 


TTc^ Crrammar correctlv 


(IS S) 


3.44 


Listen for main ideas 


(17) 


3.31 


spell correctly 


(1 8) 




Adant written word usacre to the lob situation 


(1 9) 


3.25 


Use the voice effectively and pronunciation of words correctly 


(20) 


3.22 


Take notes effectively 


(21 S) 


3 19 


Use the telephone effectivelv 


(21 5) 


3.19 


Recognize fact from opinion 


(23) 


3.13 


Skim for pertinent information 


(24 . 5) 


3.03 


Interpret and explain graphic illustrations (graphs, cliarts, tables) 


(24.5) 


3.03 


Complete iob-related forms (Applications, purchase requisitions, invoices. 






sales receipts , orders) 


(26) 


3.00 


Participate in a problem -solving or informational discussion group 


(27) 


2.94 


Prepare written work neatly 


(28) 


2.88 


Use abbreviations and numbers in report writing 


(29) 


2.78 


Handle receptions and introductions competently 


(30) 


2.66 


Participate in a conference 


(31) 


2 63 


Lead a problem -solving or informational discussion group 


(32) 


2.59 


Write a general report 


(33) 


2.56 


Proofread and edit\vritten communications 


(34.5) 


2.50 


Write a formal, documented report 


(34.5) 


2.50 


Organize and lead a conference 


(36) 


2.44 


Punctuate 


(37) 


2.25 


Respond to non-verbal communication (Body language) 


(38) 


2.22 


Writ^ a business letter 


(39) 


2.03 


Read aloud effectively 


(40) 


2.00 


Lead and participate in a business meeting (Parliamentary procedure) 
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Table 19 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE MARKETING (10-104) PROGRAM 





4 4Q 


nomnlptp iob-rplatpd forms ^AoDlications ^ ourchase rcGulsltions . invoice 
sales receipts , orders) 




4 47 


Work cooperatively with other employees 


\^} 


4 42 


Flxnrpss ideas clearlv and conciselv 




4 39 


Understand oral instructions ^ 






Rpmf*mHpT psspntinl inform/ition 




4 3R 


Adnnt cnoV-pn word usnrrp to the lob situation 






Adiiist to n vnriahlci woTk load 

LIOL LW CX VU.X XCX Xil^ >VWJi.rv I WmV>1 


\^/ 


4 SI 


Givp.attpntion to details 




4 ?Q 


T^istpn faptfiillv * 

xjxolc^xx ixx^Lxixxxy 


(Q 


4 29 


ITndpTstand occunational terminoloov 


n n 


4 2S 


rT«?p thp voicp pffpctivplv and pronunciation of words correctly 


^1 9\ 


4 1 ^ 


Mflintpin ponfidpntialitv concerninpr ibb**r elated information 

IVXCXXXl vCl XXX ^ WXJX X\-X^XXl. XtX X J. I- y wWXlw^X XlXiic^ J Ax«.,& & A Ahifc A 


\^^) 


4 1 1 


frivp irmfTiiPtinn^ ornllv 

VJXV^ XXIO ^X Li^ LXwXXO WXcXXXy 




4 10^ 


rT«?p the telephone effectivelv 




4 00 


Question individuals to clarify information 




S 97 


TIsp Cirammar correctlv 


(17) 


3.95 


Listen for main ideas 




3 79 


Spell correctly 


(19) 


3 S3 


Recofmize faict from ooinion 


(20 . 5) 


3.50 


Take notes effectively 




3 SO 


Hiindle receptions and introductions competently 






Read to comprehend job -related and teclinical materials 


(TK\ 


3 41 


Adant written word usacfe to the iob situation 






Prespnt tprhnical dntn oraitv 

XXwO^XXL L^^iXllXWCXX vtC* v^XCLLLy 


(1^\ 


3 21 


^nItttt. for nprtinent information 




0 • X 0 


P^rpmTr^ writtpn wnrk* np:illv 

JLXCL/k.lXL« VVXXLLVrfXX VVWXfs^ 1 1^ wt Jf 




3 00 


OroTinizp and lend a conference 


\Z. / mD) 


3 00 


Pnrticinatp in a conference 




9 Q7 


Pi inpt*! t'l tf* 




2 9? 


Participate in a nroblcm -aolvinii^ or informational discussion 




9 Q!? 


lIsp abbreviations and numbc?rs in report writincc 




2. 84 


Write a business letter 


(33.5) 


2.79 


Lead a problem -solving or informational discussion group 


(33.5) 


2.79 


Respond to non-verbal communication (Body language) 


(35.5) 


2.74 


Interpret and explain graphic illustrations (graphs, cliarts, tables) 


(35.5) 


2.74 


Read aloud effectively 


(37) 


2.61 


Proofread and edit written communications 


(38) 


2. 45 


Write a p,eneral report 


(39) 


2.37 


Lead and participate in a business mcciin:.^ (Parliamentary procedure) 


(40) 


2.05 


Write a formal, documented report 
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Table 20 



RANK ORDER AND MEAN RESPONSE FOR. EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE CLERK TYPIST (31 -106) PROGRAM 



(1) 


4.50 


Remember essential information 


(2) 


4.42 


Use the telephone effectively 


(3) 


4.39 


Adjust to a variable work load 


(4) 


4.37 


Work cooperatively with otlier employees 


(5.5) 


4.32 


Understand oral instructions 


(5.5) 


4.32 


Spell correctly 


(7) 


4.16 


l^^se Grammar correctly ^ 


(8) 


4.14 


Give attention to details 


(9) 


4.11 


Listen tactfully 


(10) 


4.00 


Use the voice effectively and pronunciation of words correctly 


(11) 


3.97 


Prepare written work neatly 


(12) 


•3.84 


Question individuals to clarify information 


(13) 


3.79 


Adapt spoken word usage to the job situation 


(14) 


3.71 


Maintain confidentiality concerning job-related information 


(15.5) 


3'.68 


Complete job -related forms (Applications, purchase requisitions, invoices. 






sales receipts, orders) 


(15.5) 


3.68 


Take notes effectively 


(17.5) 


3.58 


Express ideas clearly and concisely 


(17.5) 


3.58 


Punctuate 


(19) 


3.63 . 


Proofread and edit written communications 


(20) 


3.42 


Understand occupational terminology 


(21) 


3.37 


Adapt written word usago to the job siUiation 


(22) 


3.24 


Write a business letter 


(23) 


3.16 


Handle receptions and introductions competently 


(24) 


3.13 


Give instructions orally 


(25) 


3.03 


Use abbreviations and numbers in report writing 


(26.5) 


2.82 


Read to comprehend job-related and tcclinical materials 


(26.5) 


2.82 


Skim for pertinent inform^ition 


(28) 


2.79 


Listen for main ideas 


(29) 


2.74 


Recognize fact from opinion 


(30) 


2.50 


Respond to non-verbal communication (Body language) 


(31) 


2.29 


Present teclinical data orally 




9 1 1 




(32.5) 


2.11 


Interpret and explain graphic illustrations (graphs, cliarts, tables) 


(34) 


2.05 


Write a general report 


(35) 


1.92 


Write a formal, documented report 


(36) 


1.87 


Participate in a problem -solving or information discussion group 


(37.5) 


1.76 


Participate in a conference 


(37.5) 


1 .76 


Organize and lead a conference 


(39) 


1.71 


Lead a problem -solving; or informational discussion group 


(40) 


1 .66 


Lead and participate in a busine^\s meeting (Parliamentary procedure) 



Table 21 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS-DETERMINED BY GRADUATES OF THE STENOGRAPHY (31 -106) PROGRAM 



(1) 



4.74 Work cooperatively with other employees 

(2) 4.59 Spell correctly 

(3) 4 . 56 Understand oral instructions 
(4.5) 4 .44 Adjust to a variable work load 
(4,5) 4.44 Remember essential information 

(6) 4.38 Listen tactfully ^ 

(7.5) 4.37 Maintain confidentiality concerning job-related information 

(7.5) 4.37 Use the telephone effectively 

(9) 4.22 Give attention to details 

(10) 4.12 Prepare written work neatly 

(11.5) 4.07 Use Grammar correctly 

(11 '.5) -4 .07 Adapt spoken word usage to the job situation 

(13) 4.04 Question individuals to clarify information 

(14) 4.00 Understand occupational terminology 

(15.5) 3.96 ^ Punctuate . . . • 

(15.5) 3.96 Complete job-related forms (Applications, purchase requisitions, invoices, 

sales receipts, orders) 

(17) 3.93 Take notes effectively 

3. 85 Use the voice effectively and pronunciation of words correctly 

3,74 Adapt written word usage to the job situation 

3.70 Handle receptions and introductions competently 
(21) 3.54 Express ideas clearly and concisely 
(22.5) 3.48 Proofread and edit written communications 
(22.5) 3.48 Write a business letter 

(24) 3.04 Skim for pertinent information 
' (25) 3.00 Give instructions orally 

(26) 2.92 Listen for main ideas 

(27) 2. 85 Use abbreviations and numbers in report writing 

(28) 2! 81 Read to comprehend job-related and technical materials 

(29) 2.73 Recognize fact from opinion 

(30) 2!59 Respond to non-verbal conmiunication a^^xiy language) 

(31) 2.15 Present teclinical data orally 

(32) 2.12 Read aloud effectively 

(33) 2.07 Write a general report J 

(34) 1 93 Interpret and explain graphic illustrations (graphs, cliarts, tables) 

(35) 1 ! 88 Participate in a problem -solving or informational discussion group 

(36) 1 .85 Participate in a conference 
1 74 Write a formal, documented report 

K38 Lead and participate hi a bunness meeting (Parliamentary procedure) 



(18) 
(19) 
(20) 



(37) 
(38) 



(39) 1 .31 Oriymizc and lead a conlcrence 



(40) 



1 ! 27 Lead a problem -solving or informational diHCussion group 
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Table 22 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE SECRETARIAL SCIENCE (10-106) PROGRAM 

(1) 4.67 Spell correctly 

(2) 4.55 Adjust to a variable work load 

(3) 4.36 Understand oral instructions 
(5) 4.33 Give attention to details 

(5) 4.33 Remember essential information 

(5) 4.33 Use Grammar correctly 

(7) 4 . 30 Work cooperatively with other employees 

(8) 4.27 Xlaintain conficlenliality concerniiig job-related information 

(9) 4.18 Prepare written work neatly 
(10) 4.16 Listen tactfully 

(11.5) 4.15 Express ideas clearly and concisely 

(11.5) .4.15 Punctuate 

(13) 4.12 Use the telephone effectively 

(14 .5) 4 .00 Adapt written word usage to the job situation 

(14,5) 4.00 Proofread and edit written communications 

(16.5) 3,88 Use the voice effectively and pronunciation of words correctly 

(16.5) 3.88 Understand occupational terminology 

(18) 3.79 Take notes effectively 

(19.5) 3 .73 Adapt spoken word usage to the job situation 

(19!5) 3.73 Complete job-related forms (Applications, purchase requisitions, invoices, 
sales receipts, orders) 

(21) 3.55 Question individuals to clarify information 

(22) 3.42 Write a business letter 

(23) 3.33 Handle receptions and introductions competently 

(24) 3.30 Skim for pertinent information 

(25) 3.15 Read to comprehend job-related nnd' technical materials 
(26.5) 3.12 Use abbreviations and numbers in report writing 

(26 .5) 3,12 Listen for main ideas 

(28) 2.97 Give insUHictions orally 

(29) 2.85 Recognize fact from opinion 

(30) 2.61 Present technical data orally 

(31) 2!36 Interpret and explain graphic illustrations (graphs, charts, tables) 

(32) 2.30 Write a general report 

(33) 2,24 Respond to non-verbal communication (Body language) 

(34) 2.09 Read aloud effectively 

(35) 2.06 Participate in a problem -solving or informational discussion group 

(36) 1 .97 Participate in a conference 

(37) 1 .76 Write a formal, documented report 

(38) 1 .67 Organize and lead a conrcrence 

(39.5) 1 .58 Lend a problem -snlvuig or ip.rorn!ational discussion group 

(39! 5) 1 !58 L^^^Jtl iind prirlicipate in a business meeting (Parliamentary procedure) 
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Table 23 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE MECHANICAL DRAFTING (31 -421) PROGRAM 

(1) 4.50 Understand oral instructions 

(2) 4,39 Give attention to details 

(3) 4.33 Work cooperatively with otlier employees 

(4) 4.29 Express ideas clearly and concisely 

(5) 4.28 Remember esse^itial information 

(6) 4 . 22 Understand occupational terminology 

(7) 4 .00 Ad just ro a variable work load 
(8.5) 3 . 9-i Prepare written work neatly 

(8.5) 3.94 Question individuals to clarify information 

(10) 3.78 Read to comprehend job-related and technical materials 

(11 .5) 3.67 Give instructions orally 

(11.5) -3.67 Listen tactfully 

(13) 3 . 64 Participate in a conference / 

(14.5) 3.61 Present technical data orally / 

(14 .5) 3 . 61 Spell correctly / 

(16) 3 44 Adapt spoken word usage t^ the job situation 

(17.5) 3.33 Complete job-related fori/s (Applications, purcliase requisitions, mvoi 
sales receipts, orders)/ 

(17,5) 3.33 Interpret and explain piraphic illustrations (graphs, charts, tables) 

(19) 3.28 Listen for main ideas? 

(20) 3 . 22 Use Grammar correctly 

(21 .5) 3.17 Use the voice effectively and pronunciation of words correctly 

(21 . 5) 3.17 Take notes effectively 

(23) 3.12 Maintain confidentiality concerning job-related information 

(24) 3.00 Write a formal, documented report 
(26) 2.91 Recognize fact from opinion 

(26) 2.94 Use the telephone effectively 

(26) 2.94 . Adapt Vv-ritten word usage to the job situation 

(28) 2. 89 Use abbrevirttions and numbers in report writing 

(29) 2.78 Proofread and edit written communications 
(31) 2.61 Skim for pertinent information 

(31) 2.61 Punctiuite 

(31) 2.61 Handle receptions and introductions competently 

(33) 2 '.50 Participate in a problem -solving or informational discussion group 

(34) 2!ll Respond to non-verbal communication (I^ody language) 

(35) 2! 00 Lead a problem -solving or informational discussion group 
(36 . 5) 1 . 89 Write a general report ' 

(36. 5) 1 . 89 Write a business letter 

(38) 1.83 Organize and lead a conference 

(39) 1 .56 Lead and participate^ in a Inunness meeting (Parlianu niary procedure) 

(40) 1 .50 Read aloud cifcctively 
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Table 24 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE NL\CIIINE TOOL OPERATION ^32-420) PROGRAM 





4 .42 




4.26 


(2 S) 


4.26 




4.16 


(S) 


4.05 


\V} 


3 94 


(1) 


3 .67 


\^/ 


3.47 


(9) 


3.42 


y J. \j • 


3,37 


no 


3 .37 


\± ^) 


3 .26 


y J. \f • 


3.00 


(13.5) 


3.00 


(15) 


2.89 


Q6 5^ 


2. 84 




2. 84 


yi O • O) 


2 74 




2.74 


(20.5) 


2 . 53 


(20,5) 


2.53 




2.47 




2.44 




2.16 




2 . 05 


(26) 


1 . K4 




1 . "> 9 


(21 ^) 


1 .79 


(2^y\ 


1 .78 




J .7i 


\o\ ) 


I 74 




1 74 


(33) 


1.63 


(34) 


1 .58 


(35.5) 


1.42 


(35,5) 


1.42 


(37.5) 


1 .37 


(37.5) 


1 ,37 


m 


1 . :?3 


(40) 


i.;;2 



Remember essential information 
Understand oral instructions 
Work cooperatively with other employees 
Understand occupational terminology 
Listen tactfully 
Give attention to details 
Adjust to a variable work load 
Adapt spokvp wotvl u-a^.c: lo liic* jol) situation 
Express ideas clearly and concisely 
Read to comprehend job-related and technical materials 
Give instructions orally 
Listen for main ideas 
Recognize fact from opinion 

Interpret and explain graphic illustrations (graphs, charts, tables) 
Present technical data orally 
Question individuals to clarify information 
Use the voice effectively and pronunciation of words correctly 
Adapt written word usag^to the job siUiation 
Use Grammar correctly 
Take notes effectively 
Spell correctly 

Complete job-related forms (Applications, purchase requisitions, invoices, 
sales receipts , orders) 

Maintain confidentiality concerning job -related information 
Use abbreviations and numbers in report writing 
Use the telephone effectively 

Participate In a problem -solving or informational discussion group 
Lead a problem -solving or informational dlscussiou group 
Resp^^nd to non-verbal conuuunicatlon (Body language) 
Participnlo in a conference 
Skim for 5^erlinent ini"oriri£ition 
Prv^piire written work neaily 

Handle receptions and intrakictlons competently 
Punctuate 

Organize and lead a conference 
Write a general report 
Read aloud effectively 

Lead and participate in a bu.^nnoss meeting (Parliamentary^ procedure) 

V/rite a bn-ine.-s U-lier 

Write a lorru'l, dnoinnerJt d report 

Proofread an^/tAiit v/rilien coiiunmiicaliijus 
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Table 25 

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE MACHINE TOOL OPERATION (31 -420) PI^OGRAM 

(1) 4.31 Work coopsratively with other employees 1 

(2) 4.23 Interpret and explain. graphic illustrations (graphs, charts, tables) 
(3.5) 4,15 Remember essential information 1 
(3.5) 4.15 Understand orallnstructions \ 

(5) 3.92 Understand occupational terminology ^ 

(6) 3,85 Give attention to details 1 * 
(7.5) 3.62 Express ideas clearly and concisely ' 
(7.5) 3.62 Listen tactfully - 

(9) 3.54 Read to comprehend job-related and technical materials 

% (IQ) 3.46 . Adapt spoken word usage to the job^ttuatioir 

(11) 3.31 Give instructions orally 

(12.5) .3.23 Question individuals to clarify information 

(12.5) 3 . 23 Adjust to a variable work load 

(14.5) 2.92 Adapt written word usage to the job situation 

(14.5) 2.92 Present technical data orally 

(16) 2.77 Listen for main ideas 

(17.5) 2.62 Use the voice effectively and pronunciation of words correctly 

(17.5) 2,62 Recognize fact from opinion 

(19) 2.54 Spell correctly 

(20 .5) 2 .46 Complete job-related forms (Applications , purchase requisitions , Invoices 

sales receipts, orders) 

(20.5) 2.46 Participate in a problem -solving or informational discussion group 

(22) 2.38 Maintain confidentiality concerning job -related information 

(23) 2.23 Take notes effectively 

(24) 2.08 Use Grammar correctly 

(25.5) 2.00 Handle reception? and introductions competently 

(25 .5) 2 . 00 Punctuate 

(27 .5) 1 . 92 Proofread and edit written communications 

(2i7.5) 1 .92 Skim for pertinent information 

(30) 1 .77 Use the telephone effectively 

(30) 1 .77 Respond to non-verbal communication (I^ody language) 

(30) 1.77 Prepare written work neatly 

(32) 1 .69 Lead a prdblem -solving or informational discussion group 

(33 .5) 1 . 62 Use abbreviations and numbers in report writing 

(33.5) 1.62 Write a general report 

(35) 1.46 Organize and lead a conference 

(36.5) 1.31 Write a business letter 

(36.5) 1.31 Participate in a conference • 

(38) 1.23 Read aloud effectively • ^ 

(39) 1.15 Lead and participate in a business meeting (Parliamentary procedure) 

(40) 1.00 \yrite a formal, documented report 
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Table 26 ' 

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE PRACTICAL NURSING (31 «510) PROGRAM 

(1) 4.86 Maintain confidential^ concerning job -related inform 

(2) 4.81 Understand occupational terminology 

(3) 4.71 * Adapt spoken word usage to the job situation 

(4) 4.67 Understand oral instructions 
(5.5) 4.62 Remember essential information 

(5.5) • 4.62 Work cooperatively with other employees 

(7.5) 4.52 Adapt written word usage to the job situation 

(7.^) 4.52 Listen tactfully 

(10) 4,38 ■ Respond to non-verbal communication (Body language) \ *^ 

(10) 4.38 Spell correctly" ' 

"^■"(lO) 4.38 Give attention to details 

(12) -4.33 Use. the voice effectively and pronunciation of words correctly 

(13) 4.29 Adjust to a variable work load . \ . ^ 

(14) 4.24 Give Instructions orally 

(15.5) 4.19 Express ideas clearly and concisely 

(15.5) 4.19 Read to comprehend job-related and technical materials | 

(17) 4.14 Question individuals to clarify infoimation | 

(18) 4.10 Recognize fact from opinion \ / 

(19) 4.00 Listen for main ideas 

(20.5) 3.90 Use the telephone effectively ^ 

(20.5) 3.90 Use Grammar correctly ./ 

(22) 3.86 Take notes effectively / 

(23) 3.81 Interpret and explain graphic illustrations (graphs, cliart^, tables) 

(24) 3.79 Participate in a conference /• 

(25) 3.71 Use abbreviations and numbers in report writing / 

(26) 3.52 Participate in a problem -solving or informational discussion group 

(27) 3.48 Complete job-related forms (Applications, purchase re/quisitions , invoices, 

sales receipts , orders) / 

(28) 3.43 Prepare written work neatly / 

(29) 3.38 ^ Skinl for pertinent information / 

(30) 3.24 Present technical data ojL-ally . / 
(31.5) 3.14 Handle receptions and introductions competently / 
(31.5) 3.14 Punctuate ^ . / 

(33) 2.95 Write a general report j 

(34) 2.76 Proofread and edit written communications ^ 

(35) 2.71 Lead a problem -solving or informational discussion group 

(36) 2.70 Write a ^rmal, documented report 

(37) 2.48 Organize and lead a conference ; 

(38) 2.24 Read aloud effectively 

(39) 2.05 Write a business letter 

(40) 2.00 Lead and participate in a business meeting (Parliamentary procedure) 
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Table 27 

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE MEDICAL ASSISTANT (31 -509) PROGRAM 

Remember essential information 

Maintain confidentiality concerning job-related information 
Understand oral instructions 
Work cooperatively witH other employees 
Understand occupational terminology 

Use the voice .effectively and pronunciation of words correctly 
Spell correctly 

Adjust to a variable work load 
Use the telephone effectively 
Use Grammar correctly 
Listen tactfully 
Give instructions orally 
Give attention to details 
Express ideas clearly and concisely 
Adapt spol;en word usage to the job situation 
Question individuals to clarify information 
Handle receptions and introductions competently 
Prepare written work neatly 
Take notes effectively 

Complete j ob -related forms (Applications , purchase requisitions, invoices, 
• sales receipts, orders) 
Adapt written word usage to the job situation 
Read to comprehend job -related and teclmical materials 
Punctuate 

Present teclinical data orally 

Respond to non-verbal communication (Body language) 
Use abbreviations and numbers in report writing 
Listen for main ideas 
Reco^ize fact from opinion . 
Skim for pertinent information 
Proofread and edit written communications 

hiterpret and explain graphic illustrations (graphs , charts , tables) 
Write a business letter 
Re^d aloud effectively 
Participate in a conference 

Participate in a problem -solving or informational discussion group 
Write a formal, documented report 

Lead a problem -solving or informational discussion group 
Write a gtiueral report 
Organize and lead a conference 

Lead and participate in a business meeting (Parliamentary procedure) 



/I \ 




(2) 




(3 •5) 


A ^ft 
'k .Do 


(3.5) 


A ^ft 
4 • Do 


(5) 


A «vi 


(O.D) 


A 

*± • DU 


(0.0) 


• A ^0 


(8) 


A Afi 


(9) 


4 .Oo 


/I n\ 
(10) 


A 

4 .oO 


/I 1 \ 

(11) 


A 9Q 
4 • Zy 


(12) 


A. 25 


(13) 


4.04 


/I A\ 

(14) 


4 ,uu 


(15.5) 


o ^yZ 


(15.5) 


o •yZ 


/I n\ 
(17) 


o . oo 


/I Q\ 

(18) 


O . /V 


/I Q\ 

(1 9) 


O . D4 


(20) 


o • oz 


(Zl . D) 




/*>! ^\ 
\Zl • o) 






^ 9Q 


(Z4) 


^ 91 


(25) 


Q 1 ^ 


{20) 


^ OR 
o , uo 


(Z/) 


9 

Z • yO 




9 74 


(2V) 


9 '^R 


(30) 


9 ^0 


(31) 


9 J.^ 
Z .4:0 


(32) 


2.33 


(33) 


2.22 


(34) 


1.91 


(35) 


1 .83 


(36) 


1 .70 


(37) 


1.65 


(38) 


1.61 


(39) 


1.52 


(40) 


1.43 
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Table 28 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE OPERATING ROOM ASSISTANT (31 -512) PROGRAM/ 

(1) 4 . 84 Maintain confidentiality concerning job -related information ^' 

(2) 4.79 Listen tactfully ,/ 
(3.5) 4.74 Understand oral instructions / 
(3.5) 4.74 Understand occupational terminology / 

(5) 4 .68 Work cooperatively with other employees // 

(6) 4.63 Adjust to a variable work load ;/ 

(7) 4.58 Remember essential information / 

(8) 4.53 Give attention to details 

(9) ' 4.26 Respond to non-verbal communication (Body language) 
(10.5) ' 4.00 Adapt spoken word usage to the job situation / 
(10.5) 4.00 Give instructions orally 

(12) '3.89 Use the voice effectively and pronunciation of words correctly 

(13) 3.79 Use Grammar correctly 

(14) 3.74 Express ideas clearly and concisely 

(15) 3.53 Spell correctly 

(16) 3.28 Read to comprehend job-related and technical materials 

(1 8) 3 . 21 Adapt written word usage to the job situation ^^.^^-^^^'^'''^^ 

(18) 3.21 Question individuals to clarify information _ 

(18) 3.21 Listen for main ideas 

(20) 3.11 Recognize fact from opinion. 

(21) 2.95 Use the telephone effectively 

(22) 2.56 Punctuate 
(23.5) 2.47 Complete job -related forms (Applications, purchase requisitions, invoices, 

sales receipts , orders) 

(23 . 5) 2.47 Present technical data orally 

(25) 2.32 Skim for pertinent information 

(26.5) 2.21 Handle receptions and introductions competently 

(26.5) 2.21 Use abbreviations and numbers in report writing 

(2^ 2.17 Take n(^tes effectively 

(29) 2.11 Participate in a problem -solving or informational discussion group 

(30.5) 2.05 Prepare written work neatly 

(30.5) 2.05 Participate in a conference 

(32 . 5) 1 . 84 Organize and lead a conference 

(32.5) 1.84 Read aloud effectively 

(34) 1.58 Lead a problem -solving or informational discussion group 

(35. 5) 1 . 53 Interpret and explain graphic illustrations (graphs , charts , tables) 

(35.5) 1 .53 Write a general report 

(37.5) 1 .47 Proofread and edit written communications 

(37.5) 1 .47 Write a formal, documented report 

(39.5) 1 .37 Write a business letter 

(39.5) 1 .37 . Lead and partipipate in a busmess meeting (ParliamenUiry procedure) 
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Table 29 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES OF THE ELECTRONICS (10-605) PROGRAM 



(1) 


4.57 


Understand occupational terminology 


(2) 


4.51 


Remember essential information 


(3) 


4.34 


Read to comprehend iob-related and technical materials 


' (4) 




Work cooperatively with other employees 


■ (5) 


4.20 


Understand oral instructions 


(6) 


4.18 


Express ideas clearly and concisely 


(7) 


4.11 


Give attention to details 


(8) 


4.09 


Adjust to a variable work load 


(9) 


3.97 


Adapt spoken word usage to the job situation 


(10) 


3.80 


Present technical data orally 


• (11) 


3.74 


Give instructions orally 


(13) 


.3.71 


Interpret and explain graphic illustrations (graphs, charts, table's) 


(13) 


3.71 


Question individuals to clarify information 


(13) 


3.71 


Listen tactfully 


(15; 5) 


3.66 


Use the A^oice effectively and pronunciation of words correctly 


(15.5) 


3.66 


Complete job -related forms (Applications, purchase requisitions, invoices. 






sales receipts , orders) 


(17) 


3.60 


Listen for main ideas 


(18) 


3.49 


Adapt written word usage to the job situation 


(19) 


3.40 


Skim for pertinent information 


(20) 


3.34 


Participate in a problem -solving or informational discussion group 


(21) 


3.32 


Spell correctly 


(22) 


3.31 


Use Grammar correctly 


(23) 


3.29 


Take notes effectively 


(24.5) 


3.20 


Maintain confidentiality concerning job-related information 


(24.5) 


3.20 


Recognize fact from opinion 


(26.5) 


3.14 


Use the telephone effectively 


(26.5) 


3.14 


Prepare written work neatly 




2.91 


Handle receptions and introductions competently 


(29) 


2.82 


Lead a problem -sol vinp; or inforniationardiscussion group 


(30) 


2.74 


Use abbreviations and numbers in report writing 


(31) 


2.71 


Participate in a conference 


(32) 


2.69 


Punctuate 


(33) 


2.60 


Write a general report 


(34) 


2.35 


Write a formal, documented report 


(35) 


2.29 


Write a business letter 


(36) 


2.21 


Proofread and edit written communications 


(37) 


2.12 


Organize and lead a conference / 


(38) 


2.31 


Respond to non-verbal communicalion (Body language) 


(39) 


2.o;5 


Read aloud uifeclively 


(40) 


1. 82 


Lead and participaiu in a busir/.\^s niceting (Parliam^cntar^^ procedure) 
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Table 30 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES ^IF THE MECHANICAL DESIGN (10-606) PROGRAM 

Work cooperatively with other employees 
Understand oral instructions i 
Remember essential information 
Understand occupational terminology 
Express ideas clearly and concisely 
Give attention to details 
Listen for main ideas 
Adjust to a variablework load 
Question individuals to clarify information 

Interpret and explain graphic illustrations (graphs, charts, tables) 
Adapt spoken word usage to the job situation 
Listen tactfully 
Spell correctly 

Read to comprehend job-related and technical materials 
Present technical data orally 
Give instructions orally 
Recognize fact from opinion 

Complete job -related forms (Applications, purchase requisitions , invoices, 
sales receipts, orders) 

Participate in a problem -solving or informational discussion group 
Prepare written work neatly 
Use Grammar correctly 

Maintain confidentiality concerning job-related information 
Use the voice effectively and pronunciation of words correctly 
Adapt written word usage to the job situation 
Use the telephone effectively 
Take notes effectively 
Skim for pertinent information 
Participate in a conference 

Lead a problem -solving or informational discussion group 
Handle receptions and introductions competently 
Use abbreviations and numbers in report writing 
Write a general report 
Punctuate 

Organize and lead a conference 
Proofread and edit written communications 
Write a business letter 
* rite a formal, documented report 
espond to non-verbal communication (Pxxly language) 
Lead and ^ .irticipate in a business meeting (Parliamontary procedure) 
Read aloud effectively 



(1) 


4.46 


(2) 


4.43 


(3.5) 


4.29 


(3,5) 


4.29 


(5,5) 


4.25 


(5.5) 


4.25 


(7.5) 


4.00 


(7.5) 


4.00 


(9) 


3.93 


(10) 


3.89 


(11.5) 


3.86 


(11.5) 


.3.86 


(13.5) 


3.79 


(13.5) 


3.79 


(15) 


3.64 


(16.5) 


3.57 


(16.5) 


3.57 


(18) 


3.50 


(19.5) 


3.36 


(19-5) 


3.36 


(21) 


3.32 


(22) 


3.26 


(23) 


3.21 


(24.5) 


3.11 


(24 . 5) 


3.11 


(26) 


3.07 


(27) 


3.00 


(28) 


2.96 


(29) 


2.68 


(30) 


2.57 


(31 . 5) 


2.54 


(31 . 5) 


2.54 


(33) 


2.46 


(34) 


2.36 


(35) 


2.26 


(36) 


2.25 


(37) 


2,21 


(38) 


2.07 


(39) 


1 .93 


(40) 


1 .82 
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Tables 31 through 35, pp. 57 to 61 , present in rank order the mean response for each 
of tlie five clusters as determined by supervisors (employers). 

Tables 36 through 40, pp, 63 to 67, present in rank order the mean i^esponse for each 
of the five clusters as determined by VTAE graduates. 
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TABLES 31 THROUGH 35 ON THE FOLLOWING PAGES PRESENT THE 
RANK ORDER ANT) MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
DETERMINED BY SUPERVISORS WITHIN EACH OF THE FOLLOWING FIVE CLUSTER AREAS 



Table 31 Office and Distribution Cluster p. 57 

Table 32 Secretarial Cluster p. 58 

Table 33 Industrial Machine Cluster p. 59 

Table 34 Health Cluster p. 60 

Table 35 Industrial Technology Cluster p. 61 
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Table 31 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS WITHIN THE OFFICE AND DISTRIBUTION CLUSTER 

(Accounting, Data Processing and Marketing) 



Remember essential information 
Work cooperatively with other employees 
Give attention to details 

Maintain confidentiality concerning job-related information 
Understand oral instructions 
Express ideas clearly and concisely 
Adjust to a variable work load 
Listen tactfully 

Adapt spoken word usage to the job situation 
Question individuals to clarify information 
Recognize fact from opinion 
Adapt written word usage to the job situation 
Listen for main ideas 
Understand occupational terminology 
Read to comprehend job -related and technical materials 
Give instructions orally 
Use the telephone effectively 

Complete job -related forms (Applications, purchase requisitions, invoices, 
sales receipts , orders) 
Take notes effectively 
Prepare written work neatly 
Use Grammar correctly 
Spell correctly 

Use the voice effectively and pronunciation of words correctly 
Handle receptions and introductions competently 
Present technical data orally 
Skim for pertinent information 
Write a business letter 

Participate in a problem -solving or information discussion group 
Prooiread and edit written communications 
Write a general report 

Punctuate i i \ 

Interpret and explain graphic illustrations (graphs, charts, tables) 

Participate in a conference 

Lead a problem -solving or informational discussion group 
Write a formal, documented report 
OrgJini/ce and lead a conCerence 
lT:-:o abbreviations and numbers in report writing 

Lead and p:irticipaU« in a business meciing (Parliamentary procedure) 
Respond to non-v>. rbal comniuuicalion (i>ody lanj;aage) 
Read ah)(ki ellectiveiy 

'•'Rank r)nier of pr(»:»ram Cluster Means 
* 'Program Cluster Means are Means ol the Program Means 

ERiC "^^'^ 7S 



(1.5)* 


4.41** 


(1.5) 


4.41 


(3) 


4.40 


(4) 


4.36 


(5.5) 


4.23 


(5.5) 


4.23 


(7) 


4.13 


(8) 


4.10 


(9) 


4 . UU 


(10) 


3.96 


(11) 


3.95 


(12) 


3.94 


(13) 


3.91 


(14) 


3.88 


(15) 


3.84 


(16) 


3.82 


(17) 


3.80 


(18) 


3.76 


• 

(19) 


3.75 


(20) 


3.66 


(21) 


3.57 


(22) 


3.56 


(23) 


3.52 


(24) 


3.50 


(25.5) 


3.44 


(25.5) 


3.44 


(27) 


3.43 


(28) 


3.42 


(29) 


3.37 


(30) 


3.29 


(31) 


3.25 


(32) 


3.24 


(33) 


3.21 


(34.5) 


3.10 


(34.5) 


3.10 


(36) 


3.09 


(37) 


2,79 


(38) 


2,65 


(39) 


2 , -A 


m 


■L.yi 



Table 32 



RANK ORDER AND MEAK RESPONSE FOR !• ACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS WITHIN THE SECRETARIAL CLUSTER 



(Clerk Typist, Stenographer and Secretarial Science) 



(1) 


4.66 


Maintain confidentiality concerning job -related Information 


(2) 


4.59 


Work cooperatively with other employees 


(3) 


4.45 


Understand oral instructions 


(4.5) 


4.44 


Remember essential information 


(4.5) 


4.44 


Spell correcfly 


(6) 


4.41 


Give attention to details 


(7) 


4.38 


Adjust to a variable work load 


(8) 


4.27 


Use the telephone effectively 


(9.5) 


4.16 


Use Grammar correctly 


(9 5) 


.4.16 


Listen tactfully 


(11) 


4.11 


Prepare v/ritten work neatly 


(12) 


4.06 


Punctuate 


(13) 


3 .97 


Adapt spoken word usage to the job situation 


(14) 


3.92 


Proofread and edit written communications 


(15) 


3.91 


Take notes effectively 


(16) 


3.87 


Adapt written word usage to the job situation 


(1 7) 


3.83 


Express ideas clearly and concisely 


(1 8^ 


3 ♦ 82 


Complete job-related forms. (Applications, purchase requisitions, invoices, 






sales receipts , orders) 




3.81 


Understand occupjitional icrminology 


a20) 


3.79 


Use the voice effectively and pronunciation of words correctly 


/ (21) 


3.71 


Write a business letter 


(22) 


3 .65 


Handle receptions and introductions competently 


(23) 


3.64 


Question individuals to clarify information 


(24) 


3.52 


Listen for main ideas 


(25) 


3.41 


Give instructions orally 


(26) 


3.31 


Recognize fact from opinion 


(27) 


3.23 


Skim for pertinent information 


(28) 


3.12 


Read to con.prchend iob-reluUul and tcclmical materials 


(29) 


2.66 


Use abbreviations and numbers in report writing 


(30) 


2.59 


Respond to non-verbal comnninication (Body language) 


(31) 


2.50 


Write a general report 


(32.5) 


2.33 . 


Present technical data orally 


(32.5) 


2.33 


Participate in a problem -solving or informational discussion group 


(34) 


2.24 


Interpret and explain graphic illustrations (graphs, charts, tables) 


(35) 


2.23 


Participate in a conference 


(36) 


2.10 


Write a formal, docmnented report 


(37) 


2.09 


Orj^mize and lead a contcrence 


(3 8) 


l.MH 


Read aloud effectixx-ly 




I . %\ 


Load a in-oli]<Mn -^■(>l vln'; (m: inrormaMo^i discii-^-don ;n-t>np 


(40) 


1 .79 


Lrad and partlcipitcj in a busiut-H^ niecain'j, (t\niian.L^Mta ry inocuduro) 
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Table 33 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPI-RVISORS WITHIN HIE INDUS 'IIUAL MACHINE CLUSTER 

(Mechanical Design and Machine Tool Operation) 





4 4fi 


Work" rnonprativplv with otlier eninlovees 




4 . 27 


Give attention to details 


(Vk 




RpmpmHpT pt:Rf*ntinl information 




4 .20 


Understand oral instructions 




4 .04 


Adjust to a variable work load 


\^) 




I'v'nress idej.s clcarlv and concisely 


(i\ 




r Inrlerst^ind orninational terminoloov 


\^} 


3 91 


Listen tactfully 




3 . 85 


Adapt spoken word usage to the job situation 


\± \j} 


3. 83 


Recognize fact from opinion 


Ill's 


Z.ll 


Listen for main ideas 


(I '2\ 


3 59 


Question individuals to clarify information 




3 .57 


Give instructions orally 


(13 5) 


3 .57 


Read to comprehend job -related and technical materials 


(15) 


3.55 


Adapt written word usage to the job situation 


(16) 


3 .52 


Take notes effectively 


(11 5) 


3 .41 


Maintain confidentiality concernijig job -related information 


(11 ^) 


3 .41 


hiterpret and explain graphic illustrations (graphs, cliarts, t^ibles) 


(1 9) 


3.24 


Complete job -related fornus (Applications, purchase requisitions, invoices, 






sales receipts , orders) 




3.11 


Spell corrcctlv 




3 07 1 


Present technical data orally 


(22) 


3.05^^* 


Prepare written work neatly 


(TVs 


2.99 


l.^se the telephone effectively 


\^-±) 




Skim ff)r ncTlinent iiif ormaticni 






Use Grammar correctly 




11 
, I / 


Use the voice effect ivelv and pronunciation of words correctly 




Z . (). J 


p'jrtipin-ne in ;) nrohlem -solviiif^ or informational disctissioii irroup 




Z. • - J ... 


1 1 : 1 nt.i 1 e r ec e nl i o n s a nd i lU r ( k 1 u c t: i on c on i po t e n 1 1 y 




') -7 


Pa rt ieit^ato in a conference 




2.50 


Use abbreviations and numbers in report writing 


(31) 


2.49 


Proofread and edit written conmiunications 


(32) 


2.47 


Write a ^i;tmeral report 


(33.5) 


2. 38 


Write a business letter 


(33.5) 


2.38 


Punctuate 


(35) 


2.27 


Lead a problem -solving or inform rtional discussion group 


(30 


2,24 


<^)rr:ini7e antl lead a conference 


(37) 


2.20 


Write;! hhmmK (l'^ciin..-!itc\I n-port 


(3S) 


I . H') 


LcMil aiui participate in a lousiness nu'Ctini^ (F.i rliauunitary procedure) 




1 


i\"ari abM' I rlh. x*'^ r.x lv 


(W) 
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Table 34 

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY SUPERVISORS WITHIN THE HEALTH CLUSTER 

(Practical Nursing, Medical Assistant and Operating Room Assistant) 

(1) 4,82 Maintain confidentiality concerning job -related information r 

(2) 4.73 Work cooperatively with other employees 

(3) 4.58 Understand oral instructions 

(4) 4.57 Adjust to a variable work load 

(5) 4.56 Remember essential information 

(6) 4.43 Listun tactfully 

(7) 4,40 Give attention to details 

(8) 4.37 Understand occupational terminology 

(9) 4 .27 Adapt spoken word usage to the job situation 

(10) *4.20 Use the telephone effectively , 

(11) 4.12 Spell correctly 

(12) 4,02 Give instructions orally 

(13) 3.99 Express ideas clearly and concisely 

(14) 3.94 Use the voice effectively and pronunciation of words correctly 

(15) 3 . 90 Question individual s to clarif>^ information 

(16) 3. 87 Adapt written word usage to the job situation 

(17) 3.80 Use Grammar correctly 

(18) 3.77 Respond to non-verbal communication (Body language) 

(19) 3.66 Recognize fact from opinion 

(20) 3,62 Take notes effectively 
' (21) 3.61 Listen for main ideas 

(22) 3.59 Read to comprehend job-related and technical materials 

(23) 3.49 Prepare written work neatly 

(24) 3.27 Handle receptions and introductions competently 

(25.5) 3.17 Complete lob-relatcd forms (Applications, purchase requisitions, invoices, 

sales receipts, orders) 

(25.5) 3.17 Skim for pertinent information 

(27) • 3.02 Participate In a problem -solvmg or informational discussion group 

(28) 2.98 Present technical data orally 

(29) 2.96 Participate in a conference 

(30) 2.94 Punctuate 

(31) 2.88 Use abbreviations and numbers in report writing 

(32) 2.38 Organize and lead a conference 

(33) 2.32 Interpret and explain graphic illustrations (graphs, chairs, tables) 

(34) 2.24 Lead a problem -solving or infonnational discussion group 

(35) 2.21 Write a gvneral report 

(36) 2.13 Proorrcad ond edit writtr'n communications 

(37) 2.06 Wriu^ a t'ornnl, dociniicntud report 
(3S) \ S>') Read aloiKi eik ctiw^ly 
(:U)) 1 .-'o Wviic a ! n-inv-^:- k iiv r 

(10) 1 ,S7 Lead and pdrUciv.ao in n biKnnL\s:. meelln- (iV.rliamuiitary procedure) 
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^ Table 35 

RANK OllDER AND MHAN RESPONSE FOR EACH 01- THE FORTY C0MPETENCI1':S 
AS DETERMINED BY SUPERVISORS WITHIN THE INDUSTRIAL lECHNOLOGY CLUSTER 

(Electronics and Mechanical Design) 



(1) 


4.48 


Work; cooperatively with otlier employees 


(2) 


4.25 


Understand oral instructions 


(3) 


4.23 


Remember essential information 


(4) 


4.13 


Give attention to details 


(5) 


4.05 


Understand occupational terminolocj' 


(6) 


4.02 


Read to comprehend joio-j-clated awd technical materials 


(7) 


3.98 


Express ideas clearly and concisely 


(8) 


3.96 


Adjust to a variable work load 


(9) 


3.89 


Adapt spoken word usage to the job situation 


(10) 


.3.&i 


Adapt written word usage to the job situation 


(11) 


3.82 


Maintain confidentiality concerning job -related information 


(12) 


3.80 


Question individuals to clarify information 


(13) 


3.79 


Give instructions orally 


(14.5) 


3.76 


Recognize fact from opinion j 


(14.5) 


3.76 


Listen tactfully / 


(16) 


3.69 


Listen for main ideas 


(17) 


3.68 


Interpret and explain graphic illustrations (graphs, cliarts . tables) 


(18) 


3.49 


Take notes effectively 


(19) 


3.45 


Present teclmical data orally 


(20) 


3.39 


Prepare written work neatly 


(21) 


3.36 


Use the telephone effectively 


(22) 


3.25 


Complete job -related forms (x\pplications , 'purchase requisitions, invoices, 
sales receipts , orders) 


. (23) 


3.20 


Skim for pertinent information 


(24) 


3.18 


Use Grammar correctly 


(25.5) 


3.09 


Spell correctly 


(25.5) 


3.09 


Participate in a problem -solving or informational discussion ^jjroup 


(27) 


3.04 


Write a general report 


(28.5) 


3.02 


Use the voice erfeclively and prommciation of words correctly 


(28.5) 


3 . 02 


V/rite a business leiler 


(30) 


2.91 


Write a formal, documented report 


(31) 


2. 89 


Participate in a conference 


(32.5) 


2.88 


Proofread and edit written communications 


(32.5) 


2.88 


OrgJinize and lead a conference 


(34) 


2.78 


Lead a problem -solving or informational discussion group 


(35) 


2.67 


Handle receptions and intraluctions competently 


. (36) 


2.nS 


Puncliuite 


(:n) 


2.:;5 


Use ;i!:i!)rev.i:Uions and ni.nr.bers in report writ iii'.: 


(38) 


2.33 


Lead anti p-' rlicip.Ue in a iiusiriess Pieetiu'^ (rarlianientary procedure) 


(39) 


2.20 


Re'-jiond lo non-veflial foiiinuniii.'ation C'So.iy lan;;uage) 


(40) 


2.(14 


K<_'.!il all -ail ^. i I't.cl iwl y 
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TABLES 36 THROUGH 40 ON THE FOLLOWING PAGES PRESENT THE 
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES IN THE FOLLOWING FIVE CLUSTEU AREAS: 



Table 36 Office and Distribution Cluster p. 63 

Table 37 Secretarial Clu>ter p, 64 

Table 38 Industrial Machine Cluster p. 65 

Table 39 Health Cluster p. 66 

Table 40 Industrial Technolog>^ Cluster p. 67 



83 



Table 36 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES WITHIN THE OFFICE AND DLSTRIBIJTION CLUSTER 

(Accounting, Data Processing and Marketing) 

(1) * 4.51** Remember essential information 

(2) 4.47 Work cooperatively with other employes 

(3) 4.35 Understand oral instructions ^ 

(4) 4.32 Understand occupational terminology 

(5) 4 .28 Adjust to a variable work load 

(6) 4.26 Give attention to details 

(7) 4.20 Express ideas clearly and concisely 

(8) 4.19 Maintain confidentiality concerning job -related information 

(9) 4.13 Adapt spoken word usage to the job situation 

(10) . 4.04 Listen tactfully 

(11) 3.95 Question individuals to clarify information 

(12) ' 3.82 Complete job-related forms (Applications, purchase requisitjions, invoices, 

. sales receipts , orders) ' ' \ 

(13.5) 3.74 Use the telephone effectively j 

(13.5) 3.74 Give instructions orally ^ 

(15.5) 3.69 Use the voice effectively and pronunciation of words correctly 

(15.5) 3.69 Read to comprehend job-related and teclinical materials 

(17) 3 . 61 Listen for main ideas 

(18) 3.v57 Use Grammar correctly 

(19) 3.56 Spell correctly 

(20) 3.45 Adapt written word usage to the job situation 
(21 .5) 3.41 Present technical data orally 

(21.5) 3.41 Prepare written work neatly 

(23.5) 3.36 Take notes effectively 

(23,5) 3.36 Recognize fact from opinion . 

(25) 3.22 Skim for pertinent information 

(2(>) 3.14 Handle receptions and introductions competently 

(27) 3,11 Use abbreviations and numbers In report'writing 

(2s) 2.^)3 Interpret and explain graphic illustrations (graphs, charts, tables) 

(29) 2. 89 Participate in a problem -solving or informational discussion group 

(30) 2.81 Participate in a conference 

(31) 2.76 Punctuate 

(32) 2.68 Write a general report 

(33) 2. 67 Write a business letter 

-(34) 2.62 Proofread and edit written com municatioas 

(35) 2.61 Organize and lead a conference 

(3(>) 2.58 Lead a problem -solving or informatioilal discussion group 

(37) 2.50 Respond to nun -verbal communication (!)Ody hmguagu) . . 

2.36 Writeafornril. documented report 

(3^0 2.27 Read aloud effectively 

(4(') "•'"^ Lead and particii>ate bi a business meeting (rarliamc^ntaiy procedure) 

■ Rank Onlcr of rrn^rani Clusler means 
■ rrf.-gcani Cluster Means are 'MeanH of Uie rro^-raiii Means 

pa 
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Table 37 



RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES WITHIN THE SECRETARIAL CLUSTER 

(Clerk Typist, Stenographer and Secretarial Science) 

(1) 4.53 Spell correctly 

(2) 4 .47 Work cooperatively with othei^ employees 

(3) 4 .46 Adjust to a variable work load 

(4) 4.42 Remember essential infoi;matlon 

(5) 4.41 Understand oral instructions 

(6) 4.30 Use the telephone effectively 

(7) 4 . 23 Give attention to details 

(8) 4.22 Listen tactfully 

(9) 4.19 Use Grammar correctly 

(10) 4.12 Maintain confidentiality concerning job -related information 

(11) 4.09 Prepare written work neatly . j 

(12) 3.91 Use the voice effectively and pronunciation of words correctly 

(13) 3.90 Punctuate / 

(14) 3 . 86 Adapt spoken word usage to the job situation 

(15) 3.81 Question individuals to clarify information 

(16) 3.80 Take notes effectively 

(17) 3.79 Complete job -related forms (Applications, purchase requisitions, invoices, 

sales receipts , orders) 

(18) 3.77 Understand occupational terminology^ 

(19) 3.76 Express ideas clearly and concisely 

(20.5) 3.70 Adapt written word usage to the job situation 

(20 . 5) 3 . 70 Proofread and edit written communications 

(22) 3.40 Handle receptions and introductions competently 

(23) 3.38 Write a business letter 

(24) 3.05 Skim for pertinent iiii'ormation 

(25) 3.03 Give instructions orally 

(26) 3.00 Use abbreviations and numbers in report writing 

(27) * 2.94 Listen for main ideas 

(28) 2.03 Read to coni^'>rehend job -related and technical materials 

(29) 2.77 Recognize fact fro-n opinion 

(30) 2.44 Respond to non-verbal communication (Body language) 

(31) 2.35 Present teclmical data orally \ 

(32) 2.14 Write a general report \ 

(33) 2.13 Interpret and explain graphic illustrations (graphs, charts, tables) 

(34) 2.11 Read aloud effectively 

(35) 1 .94 Participate in a problem -solving or informational discussion group 

(36) 1 . 86 Participate in a conference 

(37) 1.81 Write a formal, docunicnied report 

(38) 1 -61 Lead and pnrlicipaie in a busine:^s meeting (Pari iamenl any procedure) 

(39) 1 .58 ' Organize and lead a con^'ercnce 

(40) 1 .53 Lead a probltniwsolvin^i^* or informational discus.';ion group 
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Table 38 

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES WITHIN THE INDUSTRIAL MACHINE CLUSTER 

(Mechanical Drafting, Machine Tool Operation II and Machine Tool Operation I) , 



Understand oral instructions 

Work cooperatively with other employees 

Remember essential information 

Understand occupational terminology 

Give atteiilion to details 

Express ideas clearly aud-concisely 

Listen tactfully 

Adjust to a variable work load 

Read to comprehend job -related and technical materials 
Interpret and explain graphic illustrations (graphs, cliarts, tables) 
Adapt spoken word .usa^ to the job situation 
Give instructions orally 

Question individuals to clarify information • 
Present teclinical data orally 
Listen for main ideas 
Spell correctly 

Use the voice effectively and pronunciation of words correctly 
Adapt written word usage to the job situation 
Recognize fact from opinion 

Complete job -related forms (Applications, purchase requisitions, invoices, 
sales receipts , orders) 
Use Grammar correctly 

Maintain confidentiality concerning job -related information 
Take notes effectively 
Prepare written work neatly 

Partibipate in a problem -solving or informational discussion group 
Use the telephone effectively 
Participate in a/conferenee 

Use abbreviations and numlx^rs in report writing 
Handle receptions and introductions competently 
Skim for pertinent information 
Punctuate 

Proofread and edit written communications 
Respond to non-verbal communication (Dody language) 
Lead a probl^n -solving or informational discussion group 
Write a fornuir, documented report 
Write a i;eneral report 
Organize and lead a conference 
Write a businc^ss letter 
Read aloud effectively 

Lead and particip:;U- in a business meeting- (rarlianuMi^ary proeediire) 



(1.5) 


4 .oU 


(1.5) 


A on 


(3) 


A O Q 

4 , zo 


(4) 


A ^ r\ 
4 .lU 


(5) 


4 . Oo 


(6.3) 




(6.5) 


3.78 


(8) 


O /CO 

o .oo 


(9.) 


O.DO 


(10) 


•3.52 


(11) 


3.46 


(12) 


3.45 


(13) 


3 .34 


/I A\ 

(14) 


3.14 


(15) 


3 .10 


(16) 


2. 89 


/I *~7\ ■ 

(17) 


o o o 


(18) 


\ 2 . 8 / 


/I C\\ 

(1 9) 


8d 


(20) 




(21) 


o /Co 

2.68 


(22) 


O /CC 

2.55 


(23) 


z , 04 


(24) 


2.4 8 


(2d) 


z . z / 


(26) 


o o cc 
Z . ZD 


(27) 


2 . 24 


(2S) 


2 • 22 


(29) 


2.15 


(30) 


2.09 


(31) 


2.08 


(32) 


2.01 


(33) 


' 1 .89 


(34) 


i.a3 


(35) 


I .78 


(36) 


1 . 64 


(37) 


1 .62 


(3K) 


1 .52 


(30) 


1.38 


m 


1 .33 
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Talkie 39 

f 

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATES WITHIN THE HEALTH CLUSTER 

(Practical Nursing^r-^tedical Assistant and Operating Room Assistant) 



(1) 


4.79 


Maintain confidentiality concerning job-related information 


(2) 


4.70 


Understand occupational terminology 

• 


(3) 


4.66 


Understand oral instructions 


(4) 


4.65 


Remember essential information 


(5) 


4.63 


Work cooperatively with other employees 


(6) 


4.53 


Listen tacti'ully • 


(7) 


4.46 


Adjust to a variable work load 


(8) 


4.32 


Give attention to details 


(9) 


4.24 


Use the voice effectively and pronunciation of words correctly 


(10) 


4.21 


Adapt spoken word usage to the job situation 


(11) 


'4.16 


Give instructions orally 


(12) 


4.14 


Spell correctly 


(13) 


4.01 


Use Grammar correctly 


(14) 


3.98 


Express ideas clearly and concisely 


(15) 


3.92 


Respond to non-verbal communication (Body language) 


(16) 


3.76 


Question individuals to clarify information 


(17) 


3.74 


Use the telephone effectively 


(18) 


3.72 


Adapt wi^itten word usage to the job situation 


(19) 


3.63 


Read to comprehend job-related and technical materials 


(20) 


3.39 


Listen for main ideas 


(21) 


3.32 


Recognize fact from opinion 


(22) 


3.19 


Take notes effectively / 


(23) 


3.16 


Complete job -related forms (Applications, purchase requisitions, invoices. 






sales receipts , orders) ' 


(24) 


3.09 


Prepare written work neatly 


(25) 


3.08 


Handle receptions and introductions competently 


(26.5) 


3.00 


Use abbreviations and numbers in report w^riting 


(26.5) 


3.00 


Punctuate 


(28) 


2.97 


Present technical data orally / 


(29) 


2.76 


Skim for pertinent inrornuition / 


(30) 


2.59 


Interpret and explain graphic illustrations (graphs, cliarts, tables) 


(31) 


2.58 


Participate in a conference 


(32) 


2.49 


Participate in a problem --solving or informational discussion group 


(33) 


2.24 


Proofread and edit written communications 


(34) 


2.10 


Read aloud effectively 


(35) 


2.03 


Write a general report 


(36) 


1 .98 


Lead a problem -solving or informational discussion group 


(37) 


1.96 


Write a formal, documented report 


(38) 


1.95 


Ori;an)/,e and lead a conic^rcnce 


(39) 


I .92 ■ 


Write a busine5^>^ letter 


(40) 


1.60 


Lead and participale in a busiiic^ss meeting (I\irlianionlar\^ procedure) 
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Table 40 



RANK 0RDI-;R and MEAN RI-SPONSI- FOR I'ACI:! (W THE FORTY COMPETENCIES 
AS DETERMINED BY GRADUATI.S WmilN Till- INDUSTRIAL TECHNOLOGY CLUSTER 

(Electronics and Mechanical Design) 



(1) 


4.43 


Understand occupational terminology 


(2) 


4.40 4 


[• Remember essential information 


(3) 


4.38 ^ 


Work cooperatively with other employees 


(4) 


4.32 


Understand oral ins'tructions 


(5) 


4.22 


Express ideas clearly and concisely 


<6) 


4.18 


Cive attention to (ictails 


(7) 


4.07 


Read to comprehend job-related and technical materials 


(8) 


4.05 


Adjust to a variable work load 


(9) 


3.92 


Ada|)t spoken word usage to the job situation 


(10) 


.3.82 


Ques'tdon individuals to clarify information 


(11.5) 


3.80 


Interpret and explain graphic illustrations (graphs, charts, tables) 


(11.5) 


3.80 


Listen for main ideas 


(13) 


3.79 


Listen tactfully 


(14) 


3.72 


Present technical data orally 


(15) 


3.66 


Give instructions orally 


(16) 


3.58 


• Complete job -related forms (Applications, purchase requisitions, invoices 
sales receipts , orders) 




3.56 


Spell correct'i^v 


(18) 


3.44 


Use the voioi effectively and pronunciation of words correctly 


(19) 


3.39 


Recognize fact from opinion 


(20) 


3 .35 


Participate in a problc-m -solving or informational discujssion group 


(21) 


3.32 


Use Grammar correctlY_ 


(22) 


3.30 


Adapt written word usage to the job situation 


(23) 


3.25 


Prepare v/ritten v,-ork nearly 


(24) 


3.23 


Maintain confidentiality concerning job-related information 


(25) 


3.20 


Skim lor pertinent inform.ation 


(26) 


3.18 


Take notes effectively 


(27) 


3.13 


Use the telephone effectively 


(28) 


2 . 84 


i"'arLicipate in a corifereuce 


(29) 


2.75 


Lead a problem -solving or inl'ornritional di-'^cussion group 


(30) 


2.74 


Handle receptions and introductions competently^ — 


(31) 


2.64 


Use abbreviations and numbers in report writing 


(32) 


2.58 


Punctuate 


(33) 


2.57 


Write a general report 


(34) 


2.28 


Write a formal, dociuiientcd report 


, (35) 
/(36.5) 


2.27 


Write a business loiter 


2 . 24 


Proofread and edit wriner! coniniunications 


(36.3) 


2.24 


Ori',:ini7.e and le;i(l a cinfer'.'nce 


(3S) 


2.U') 


Respond l(J n;)vi-v(.'rixil couiniiuiicalion (lltKiy language) 


(39) 


1 . 93 


Read aloiivl e; iVcliN '-'iy 


' (-10) 


J . r.y, 


Lc.id and p-t r! icip:ile in a l)U:'irie;.s liieeting (I'arliaiin.'iiT.-iry procedure) 
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RESULTS OF INTERVIEWS 

Business and industry welcomes and wants help from the Wisconsin VTAE Institutes. 
The warm reception received around the state with the interview -questionnaire approach 
gave evidence to tiiat. The public relations aspect was veri' positive as those interviewed 
made such statements as , "We need more of this . " or , "You are someone I really want 
to talk with. " This type of response was prevalent throughout the state . 

The desire to cooperate with the vocational -technical institutes is impressive. 
More personal interviewing should be done with the world of work both for the realistic 
input that industry can offer and for public relations. Though there sometimes might have 
been a hesitancy on the part of those interviewed to relinquish time from a busy schedule, 
this was rarely felt by the iresearchers , and the Intense interest in the interview usually 
resulted in an extension of time. 

Tlie questionnaire used was the same as the one which was mailed with the 
exception of a frequency count for 13 of the competencies. Tliose interviewed were asked 
to approximate the average number of times per week that they felt each competency 
was performed. This data is compiled by cluster. The technology cluster was 
ellniinated because of too few interviews (see Table 41 , p. 74). 

Tlvt Classfied Directory of Wisconsin Manufacturers was used to determine the 
businesses and industries to be contacted in each city. Supervisors were interviewed 
from each of the programs in this study . There were 66 visits with no appointments 
being made . Tliis technique worked extremely v/ell . In Uvo instances , supervisory 
meetings were being held and an interview was impossible. Generally, waiting was 
minimal and response was excellent. Sometimes the person interviewed did not feel 
that the cjueetionuaire was broad enough to be adaptable for the position tliey ruip^'rvisc^'d . 
They were encouraged to attempt to adapt it; but if they felt tins was impossibie, an 
^) itirely verbal interview was held. --^q 
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In presenting the questionnaire, asking for ten minutes of their time was another 
effective technique for often they would have preferred to fill in the questionnaire at a 
more convenient time. In explaining tliat many questionnaires had been mailed and that 
valuable suggestions were often received As they commented to the researcher on a 
particular skill, tlie time was allowed and often extended. At several interviews the 
telephone was used to receive input from a supervisor who was unable to leave his 
location. Upon completion of the interview, the researchers asked if there was a 
supervisor of employees in another area of this study who might be available to complete 
a questionnaire. 

In an attempt to contact supervisory people, the purpose of the visit was explained 
to receptionists and gatekeepers. In large companies it was often necessary to work 
through personnel people who proved to be extremely accommodating. The researcher 
again explained the purpose of the visit to the personnel people stating tliat it would take 
about ten minutes to fill out the questionnaire, and that supervisory people might offer 
valuable help because of their direct contact with the VTAE graduate -employees . 

It was not always possible to see supL^rvisory people and even when it was, many 
persons from personnel offices chose to fill out the questionnaire in a familiar super- 
visory capacity, u^'iially that of the Secretarial Cluster, lliey offered 
many excellent comments on job application procedures. Tlieir descriptions of job 
applicants could not be categorized entirely as graduates of the vocational -technical 
schools, but they felt that job application procedures should receive more emphasis in 
connnunication skills eUis.-es. 

.Often di^xussed was tlie sloppily coniplctLd application form. One individual 
suited, "I have a feeling it you couM teach llvin to fill out application neatly ... I 
know we should h^- able to :;ee beyond that, but we are hiinuin and we don't.'* A perramnel 
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manager who interviewwS many of our marketing graduates stated, "They are lacking in 
job application procedures . Personality and poise must be evident when they are applying 
for a job. They must be responsive and aggressive . " ITie personnel manager from a 
large company that hired graduates from the Industrial Technology Cluster commented 
on the nonverbal communication of many of the applicants he sees: "When they come 
* through that door, fall down in that chair and nonverlmlly communicate --what can you 
do for me today --meanwhile staring out the window, talking with a cigarette in their 
mouth . . . just a lot of little things that lead to a bad impression, I know we do not 
want tliem to represent our company. These comments were, however, balanced by 
the following: "We go to the vocational schools when we want to hire and "We have 
had great success with vocational -technical graduates. They are often better than those 
with work experience and no vocational -technical training. 

Many times after discussions that included the foregoing comments , the personnel 
people accompanied tlie researcher to a supervisor, or a suporvisor was called to the 
personnel office. The give-and-take of the three-way interview was extremely informative 
as statements made by the personnel person were restated and evaluated. 

One such statement was that 50 percent of the mistakes in this particular factory 
were due to a lack of listening. In this instance, supervisory people were unavailable 
and the three'-way discussion included the Vice-President in Charge of Manufacturing. 
When the 50 percent figure was reiterated, it was determined to be conservative and the 
importance of listening in communication was discussed. 

Listening was felt by many of the interviewees to bo of paramount importance in 
communication skills conip^Jtencics . To improve listening, it was -;aggested that the VTAE 
institutes include student Icarninjr opportunities in noletalang, paraphrasing, and questioning 
to clarify information. It would seem that foedhack 
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in the classroom must be requested at every opportunity to help students with these 
skills. Somehow when the new employee enters the world -of -work, he must know the 
value of paraphrasing, 

Tliis was emphasized in most areas of this study and was often discussed in 
connection with the telephone , which is another area which needs more emphasis. A 
supervisor in the mechanical design area stated, ''If there were a square beyond extremely 
important, I would mark it . A personnel coordinator from a large mercantile business 
mentioned that buyers' plans for displays in branch stores were often explained over the 
telephone, and when results of the conversation were observed, the buyer was amazed. 

A personnel director stated that if he could know the Who/When/\Vhy/\Vhere of each 
telephone call or visit received when he was out of the office, it would save him a great 
deal of time. He mentioned the finesse that is required in asking questions of callers 
when a boss is unavailable . He felt this should be a part of role -playing situations in 
communication skills courses, emphasizing paraplirasing and note -taking to assure 
accurate translations. In this connection the use of tact must be taught, as the misnomer 
"common sense" is too often missing in graduate -employees. 

Another personnel director had his secretary^ do reference checks on the telephone 
by calling past employers . Perhaps this could be used as another role -playing situation. 
The comp3tency "Use the telephone effectively'' elicited a great deal of input from those 
interviewed . A machine tool foreman said the use of the telephone is very important 
despite the possibility tliat his people might use it only once a week. "If tlie job is 
going to Irj run correctly, you must make yourself understood and understand the other 
person." 

The number of limes a c()in[v.-tency is perionned does not necessarily detcnianc the 
importance of that particular con.petcnicy. Although the frequency of '^Use tlie telephone 
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effectively** was 48.7 times per week in tlie Office and Distribution Cluster and only 6.7 in 
the Industrial Machine Cluster, it was emphasized as being extremely important to both job 
clusters and therefore necessary in all communication skills classes. 

The researchers felt this was also true with the competency, ''Participate in a problem - 
solving or informational discussion group. Many companies build in time for weekly, 
twice monthly, or monthly problem -solving discussions. Though the frequency count may 
be small, it is at these problem -solving discussions that the employee's ability to express 
himself clearly and concisely will make or break his career. Those who can express them- 
selves are going to be the ones who progress in their company. As one assistant personnel 
director put it, ''You hit a point where they are passed over regardless of their technical 
ability, A man has to stand up in front of a group and respond to reports intelligently . , . 
that is why many companies are demanding college degrees. " Clearly, oiir graduates must 
be prepared to communicate their ideas, and if these ideas are not accepted, they must not 
look at this as criticism . "Some people are stifled because one idea is turned down, ' stated 
a drafting supervisor. 

llie inability t-^ accept criticisn. or interpretation of suggestions as criticisirs was often 
n entioiied. This competency must bo considered together with other aspects of hun an relations, 
Somelimes questioned was the career ^^lidance of graduate -en:ployees who do not seem to 
enjoy working with people, yet are in people -oriented jobs such as marketing and practiail 
nursing. The above examples help to explain employers' ranking of "Work cooperatively 
with other employees" as number one in responses on the interview -que stionnaire . Therefore, 
it is important that communication classes not neglect the aspect of personal development. 
Finally, the researchers found from interviews with supervisors that teachers nuist 
do more with nonvertol con inuuication. listening, paraphrasing, questioning to clarify 
inforn.ation, use of the tc^lephone, and the clear and concise expression of ideas. Only with 
these skills will otir graduates be able to compete and progress in the world of work. 
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Table 41 oii paj^c 74 presents the number of times per week that Uie supervisors felt 
that their employees used the thirteen competencies during the fulfiUment of their normal 
duties. Again the reader is cautioned not to deternune curriculum by relying too heavily on 
the number of times per week that a particular competency is used, but by combining importance 
of knowing how to do it with the frequency of doing it. To stress this point it might be noted 
that a policen.an miglit only give artificial respiration on an average of once per two years, 
but when he n.ust give artificial respiration he must be fully skilled in performing the 
competency of giving artificial respiration , 
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Table 41 



NUMBER OF TIMES PER WEEK ^HIAT SELECTED COMPETENCIES 
WERE USED ON Tlli: JOB BY EMPLOYEES 

ACCORDLNC TO SUPERVISORS / 

(Based on Personal Intcmacws) 



Use the telephone effectively 



Complete job -related forms (Application, 
purchase requisitions, invoices, sales 
receipts, orders) 



Handle receptions and introductions 
competently 




Take notes effectively 



Write a business letter 



Give instructions orally 



4.5 19.4 ^ 1.0 .4.1 



r — : 

8.5123.1 ^ 8.8 



7.5 



2.8 30.3 0.5 ' 0.3 



99.2 18.4 8.4 ^ 15.3 



Proofread and edit written communications 



S' B.5 31 .1 1.3 7.5 



Write a general report 



Organize and lead a conference 
Present tecliniail data orally 

Participate in a problem -solving or 
informational discussion group 



1.0 4.8 ; 0.5 0.3 



1.0 0.1 ; 0.3 1 0 



!12.8 4.7 4.8 '30.3 



i 2.3 0.8 2.4 : 1.8 j 



Lead and participate in a business 
meeting (Parlianuntary procedure) 



0.1 0.1 0 



Oca formal, documented report 
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SOME COMMENTS MADE BY EMPLOYERS DURING THE PERSONAL INTERVIEW 

t 



Drafting; Supervisor 

Contribute your ideas on how a job should be accomplished and if yoia^ way is not chosen 
because of iTconference, etc. , do not let this rejection of your idea stifle any further 
contrii^utlon on your part . 



Listening and coo{X3ration sccnis to be the basis for the communication needed in this area 



Accounting Supervisor 

The ability to get along witli people is most important on any job. In Accounting, I believe 
ability is important but no more so than attitude and ambition. 



Personnel Director 



More stress on how to participate in a job interview, 



Marketing Supervisor j 

Paper work-and book work plus respousibilit\^ for -etting work done on tiinl is a large part 
of retailing as well as liking to work with customers and other associates 



Tooling Knginecr Supervisor 

A person can pick up the basic technical skills in school. However, in a work situation 
they must be able to communicate their thoughts, ideas and criticism effectively. 



Operating Room T^^^j^^'^lfJi^Jli^'^^'SliTi?™. 
Listen for accuracy hi following requ^'sts antl dirccti(>n. 

Perform work iMuK-r stiv:v- wiih .^noc/fi ami accuracv. ; 

Ability U) c()iiMiUinic:ile wiUi ^puciii.:, accurate -iviiig aud n-ccivhig inromuilicn and data, 
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, Medical Assistant Supervisor 

Accuracy in receiving and/transcribing information. 
Maintain confidentiality . / 

Reporting and recording ^ata and information to pertinent health team members, 

/ ■ • 

/ Practical Nursing Supervisor 

They should know theii: limitations . 

/ 



Stenographic Supervisor 

/ 

/ 

More on proper ph,bne procedures. 

/ Computer Operator/Programmer 



For me, the most important thing for an operator is to be able to organize your work. You 
must be' able to/adjust for unexpected reports, etc. Also, being well organised gets the 
best utilization from the equipment. 

Also, being the programmer, I feel the most important aspect of that part of my job, is to 
fully understand the end result needed to write a program.. 



As sistant Personnel Director 

You hit a point where they (technical people) are passed over regardless of their technical 
ability. A man has to stand up in front of a group, answer reports intelligently . . . that 
is why many companies are demanding college degrees . Some people are unable to write 
reports for the newspaper. If they cant express themselves, they are going to be in 
trouble . In companies where it is up or out, it is serious . 



ERIC 



07 

-75a- 



- CONCLUSIONS AND RECOMMENDATIONS 

This survey project has revealed that employers and VTAE graduates for each of 
.the 15 occupational a.reas surveyed indicated that competency in si^me qommunication 
sldtts^-is more important than in others. \« 

Secondly, tlie survey revealed that different occupations do mdeed require different 
levels of competency in rtiany of the 40 communication skills surveyed. 

The survey re suits also gjive strong support to the cluster concept; evidence 
surfaced that Wisconsin VTAE educational programs can be clustered for the purpose 
^of teaching -learning communication skills. ^ 

If Commimication Skills classes in the Wisconsin Vocatiorjal, Technical and Adult 

Education system are to-equip their graduates with the communication skills thdtTwiU 

enable thenv to function effectively at the time of initial employment and to advance on 

the job without difficulty, then the foil owingls recommended: \ 

That input about the need for competency in specific communication skills 
from the supervisory level of business and industry and from the employees 
b^-4i&ed to help develop the courses of study for c<l)mriiunication skills 



classes. ! , ; 

That the concept of clustering be used in scheduling students for communica- 
tion skills classes . This would enable the teacher/to do a better job' of prec 
paring these students with the communication skills ythey need on the job be - 
' cause of the relatedness of job tasks and responsibi^ties of many occupations. 

That further state -wide communication skills survey s^^imilar to this one be 
made of other occupational areas for which the Wisconsin VTAE system is 
training men and women. 
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LIST OF COMMUNICATION SKILLS AND TASKS 



Listening X 

Comprehending Instructions 
Listening Objectively (Evaluate Message) 
Recognize Audience Reaction 
Following Oral Instructions 
• Listen for. Main Ideas 
Tune Out Unessential Material 
Summarize (Paraphrase) 
Analyze Supportive Information 
Detect Fallacious Reasoning (False, Incorrect) 
Conclusions 

Tact '& Discretion ^ 
Ability to Ask Questions to Clarify 
Friendliness and Kindness 
Honesty and Reliability 
Confidentiality 

Emergency Situations Involving People 

Ability to Accept Constructive Criticism 

Maintain Emotional Control \ 

Separate Fact from Opinion 

Accuracy 



Written Reports (Sumniary, Technical, Abstracts, Accident, Service and Inspection) 
Written Directions (Instructions) 

Business Letters , " 

Recording Information from a Client - 

Order forms 

Requisitions 

Note Taking 

Proofreading (Editing) 

Use of Abbreviations or Numbers (Handling Statistical Material on Reports) 

Spelling 

Punctuation 

Definition and Description of a. Mechanism, Technical 
Process Report (Descriptive) 

Preparation of Graphic Illustration (Use Gr[aphic Materials in 

Writing) 
Personal or Product! Evaluation 
Lab Reports 
Policy Manuals 

Sales Literature, Brochures, Proposals, Letters . 
Project Proposal / 
Word Usage (Precision) 



Writing 
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Outlining 

Grammar (Syntax, Words, and Clear Sentences) 
Minutes of Meeting 
Processing Records 
Accuracy 

■ Reading ' 

\ . ' • ' - . - • 

Comprehension ^y^^ 
Skimming and Scanning . ^ ' 

Must Read and Understand Job Instructions 
Must Read and Understand Safety Instructions 
Must Read and Understand Office Memorandums 
Read to Distinguish Fact from Opinion (Biased from Unbiased) 
Ability to Read and Comprehend Technical Material or Physical Principles (Legal 

-Engineering) (Journals) (Specifications) (Numerical Information) 
Signs and Symbols 

Tables and Graphs (Charts, Diagrams, Drawings and Patterns) 
Summarizing (Mentally Digesting) , 
Fijid Main Idea and Supporting Devices 
Retention (Short Term / Long Term ) 
Reading for Pleasure and Enjoyment 
Conclusion 

Understanding Terminology 
Processing Records 
Accuracy 

Speaking 

Giving Directions (Instructing Others) ! 
Telephone Techniques (Appointmeiits , Placing and Receiving Business Calls) 
Asking Questions in Order to Get Specific Information^ 
Brainstorming 
Decision Making 

Orally Presenting Technical Report Data 
'Defending Controversial Position ^ 
Arrange for and Lead an Instructionq.1 Conference 
Arrange for and Lead a Problem Solving Conference 
Informative Talk 

Orally. Sell Himself and What He Knows 

Orally Obtain a Composite of Views and Then Sell the Most Desirable 

Giving Information Orally About New Developments or Procedures In a Clear -Cut 

Understandable Manner 
Express Ideas Clearly and Concisely 

Orally Express. Views or Acquaint Non-Technical Individuals or Groups with a Problem 

Solution, Process or Otlicr Technical Endeavor 
Orally Defend a Good Idea Under Heavy Cross Fire from His Superiors 
Demonstrations with Visual Aids (Graphic Illustrations) 
Personal Interviews for the Company 
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• Participate taking Cliarge of Business Meetings, Conferences, Group Communication 
Leadership and Participation 
Dealing with Customers' Complaints 
Dictating Letters 

Orally Summarize • 
introductions and Reception ^ 
Perception (Feedback-Perceptually aware of non-verbal communication) 
Reception of Patients. or Others (Personal Contact Ability) , 

Public Relations -Loyalty \ ... 

Bring About Attitude, Opinion, or Belief Change in others . . 

Ability to Put Ideas IntoV Words ' 
Social Interaction (Get Along With Others) 
Annunciation -Pronunciation -Voice 

Others . 

Working With Others (Alone, Independently) 
Adjusting to His position j 
Displaying Team Spirit 
Displaying Leadership 

Understanding of Others ' ' ^ - ^ 

Establishing Smooth Working Relationships With Others 

Being A'Well Adjusting, Emotionally Mature Individual 

Processing Records ; . ,i 

Tact and Discretion 

Ability to Adjust to a Variable Work Load Independently 
Ability to Train and Supervise Others 
Ability to Make an Initial Good Impression 
Willingness to Maintain the Objectives of the Company 
Developing a Capacity to Reason 

Develop a Sense of Values - Able to Use Method? of Critical Thinking for the Solution 

of Problems and for the Discrimination Among Values 
Respect for the Rights of Others 
Adaptability to Routine ' 
Personal Contact Ability 
Emotional Control 

Emergency Situations' Involving People 

Bring About Attitude, Opinion, or Belief Change in Others 

Decision making 

An Awareness of Non-verbal Communication \ 
Responding Effectively 

Effective Response to Non-Verbal Communication 



/ 
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APPENDIX D 

COVER LETTER AND QUESTIONNAIRE DISTRIBUTED TO FACULTY 
AND MANAGEMENT TEAM MEMBERS OF MID -STATE TECHNICAL INSTITUTE 

/ . . ■ 
■ ■ ' \ 



MID -STATE Vocational, technical and adult education district 

Stevens Point Marshfield Wisconsin Rapids 



memorandum 

All Staff Members 



q: M. H. Schneeberg, Assistant DirectoV-Educational Services 
Mak Farning, Administrator -Research and Planning 

ate: March 5, 1974 

Libject: Communication Skills Competencies^ ~- 

The State Board staff has awarded a Part B-Basic Grant --Educational Development and 
Teacher Education— to Mid-State Vocational, Technical and Adult Education District 
to conduct a state -wide study to determine the communication skills competencies 
required by graduates of our vpeational -technical institutes. How well are we pre- 
paring our graduates for jthe viJ^orld-of-work in communication classes? What learning 
activities should be occur ^g in our communication classes? 

Both graduates of our institutes and employers will be contacted by means df.a, , • 
questionnaire and by personal interview . Would yiu please very critically eximihe the 
attached list of competencies and do the following: 

' 1 , eliminate (draw a line through) those you feel irrelevant and should not be a 
part of a communications curriculum , 

2. add those competencies that you feel are important but not included, 

3. change those that you feel should be changed (please rewrite these), and 

4. make any further suggestions that you wish to m^ke. - _ 

V • ■ 

TO MAKE THIS PROJECT A SUCCESS YOUR UNRESERVED ^BUT HONEST COMMENTS 
ARE NECESSARY! 

The restilts of this project will provide input for a communications workshop at the 
Univer sity of Wisconsin -Stout this summer • 

Please respond to this questionnaire as if you were representing the occupation that 
you are now teaching. 

This study is being conducted by Mr. Ralph Mat/ke and Mrs. Elaine Boyce. Please 
return the questionnaire to Mr. James Olson, Jylrs. Mary Zurawski, or Dr» Max 
Faming. . 

Thank you . ' . 

MHS/MF :cad:'^ * * 

< . .• ' . ■■ 
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QUESTIONNAIRE 



WHERE ARE YOU EMPLOYED: 



(Name of Company) 



^SeMPLOYER'S ADDRESS: 



(Address) 



(City^) . 



(State) 



(Zip Code) 



JOB TITLE OR DESCRIPTION: 



In your opinion/ to what extent are the 
' following communication skills important 

to an employee in your company. Please 
; indicate the level of importance of each 

of the skills by placing an "X" in one ^ 



of the columns-. 




Adapting word nsage to situation 



Effective use of the voice and correct 
pronunciation of v/ords ^_ . 

^ jWorkincT cooperatively with others 

Listen tactfully ] [ . 

Ability to faL].ow up problems and 

give attention to details \ . 

Effective use of the telephone 

An ability to r es pond to non-verbal communication 
2§P tfullv hr^ndli n ^ receptions and introductions 

Short-term reading retention 

Ability to listen to criticism 

Write a business letter , 

Completing job related forms 

(purchase reguisitions/ invoices/ sales receipts) 




2. 



Orally givincr directions and- instructions 



Re:adi;ng graphic illustrations 
(charts, tables, graphs) 



z. 



. Understanding occupational terminology 



Write a short report clearly and concisely • 
(Suxnmary, Process, Technical, Laboratory, 
Memorandvuns, Minutes of Meeting, Accident, Service 
- Evalua t^ions, Constructive Criticism^ ) 




' T^sponding to customers' complaints 



Questioning for specific information 
in decision making . 



Grammar 



Write a several paragraph report 



Orally expressing ideas clearly and concisely 



Preparing graphic illustrations 
f'c^hii^ts^ tables^ graphs) 



Reading to distinguish fact fromopinion 



Understanding oral instructions and directions 



Spelling 



Orally presenting information 
with the use of visual aids 



Punctuation 



Orally presenting technical data 



Reading to comprehend job related 
and technical materials 




Skimminc 

A tiTlitv to adjust to a variable work load. 
Wr ite a sentence 



ijieading and/or participating in a problem- solving 
;i^^r.,nssion or instructional conference , 



Listen for main ideas by tuning 
ont- ' unessential material _ 



;The. ability to work independently 



Oraanizincf information in ou tline form; 
COMMENTS: ■ 
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\members of ad hoc committee 
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APPENDIX E 



AD HOC COMMITTEE 

Mrs . Elaine Boyce 

Research Assistant ^ 

Mrs. Wanda Eisenliut j 
Business Education Instructor 

Dr. Max Faming 

Administrator -Research and Ranning \ 

0 '\ 

Mr, Francis Gotz ■ \ 

Placement Director j 

j 
j 

Mr. Wilbert'Knobeck 

Auto Mechanics Department Head Vocational T & I 

Mr. James Koehntopp 
Diesel Mechanics Instructor 

Mr. Ralph Mahnke 
Research Assistant 

Mr. MelvinH. Schneeberg 
Assistant Director -Educational Services 
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COVER LETTER AND QUESTIONNAIRE SENT TO SUPERVISORS (EMPLOYERS) 
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!e Technical Institute 



WISCONSIN RAPIDS CAMPUS 
Five Hundred 32nd Street Nortn 
WISiQonsin Rapids, Wl 54^94 
715/423-5650 



Mrs. Robert Smith, Supervision of Accounting ' 
•Eastman Manufacturing Company / 
. 1493 Roosevelt Avenue ^ ^ 
Eau Claire, WI 49730 / 

Dear Mrs. Smith: 

Mid -State Technical Institute at Wisconsin* Rapids is conducting a survey for the Wisconsin 
Board of Vocational, Technical and Adult Education. The purpose of this survey is to 
determine what communications competencies, should be taught in vocational -technical 
institutes located throughout Wisconsin. 

Because our schools are interested in providing employers with hi^ly qualified graduates, 
it is your advice and counsel that can provide us with the answers we need. How important 
are communication skills for your employees? To help us measiaf e the importance of these 
• skills, we are enclosing a questionnaire that we would like you to complete . 

We would appreciate a prompt returri so that the results of this survey will be iavailable to 
a Communication Skills Workshop which will be at the University of Wisconsin -Stout . Your 
response will become a part of a greater project which is being conducted at the University 
of Wisconsin -Stout. 

All of your responses will be treated confidentially. 

Please return the questionnaire in the self -addressed, postagie-p^id envelope. 
WE SINCERELY THANK YOU. 



Ralph Mahnke 
Researcher ^ 

Communication Skills Project 



•Enclosures 



Sincerely yours , 




Max Farning, Ph.D. • 
^ministrator -Re search and Planning 
/Project S^upervisor 

MF:RM:cad 
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QUESTIONNAIRE 



- /■■ . 

This QUESTIONhfAiRE Should 
Be Complete^d By Tlie 
ACCOUNTING i^UPERVISOR 
Or Person In Sfmilar Poi^ition 



WHERE ARE YOU EMPLOYED: 
EMPLOYER'S ADDRESS: 



(Name of Company) 



(Address) 



j (City) 
YOUR JOB TITLE OR DESCRIPTION: 



(State) 



(Zip Code) 



\ In your opinion, to what extent are the 
following communication skills important 
to an employee in your company. Please 
indicate tlie level of importance of each 
of the skills by placing an "X*' in one 
of the columns . 




Adapt written word usage to the job situation 












Adapt spoken word usage to the job situation 












Use the voice effectively and pronunciation 
of words correctly 












Maintain confidentiality concerning job-telated 
information 












• \ 

Use the telephone effectively 












Respond to non-verbal communication (Body 
language) 












Complete job -related forms (Applications, 
purchase requisitions, invoices, sales receipts , 
orders) 




Jir — 


• 
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Punctuate 






f 

i 


0 ^ 




f-^ 

Express ideas clearly and concisely 






> 






Present technical data orally 












Read to comprehend job -related and technical 
materials 












Lead a problem -solving or informational discussion 
group 












Participate in a problem -solving or iivformational 
discussion group 












Listen for main ideas 






\ 

\ 






Prepare written work neatly 






\ 

\ 

\ 

. \ 

i, 






Skim for pertinent Information 








\ 

\ 


! 

1 


Lead and participate in a business meeting 
(Parliamentary procedure) 












Understand occupational terminology 












Read aloud effectively 












Recognize fact from opinion 












Listen tactfully 
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Handle receptions and introductions competently 



Remen[iber essential information 



Take notes effectively 








j 




Write a business letter 






1 




1 


Use abbreviations and numbers in report writing 




• 








Give instructions' orally 


- 










Understand oral instructions 






1 




Interpret and explain graphic illustrations (graphs , 
charts, tables) » 












Proofread and edit written communications 












Write a general report 










1 
! 

i 


^Work cooperatively with other employees 






/ 

/ 

i — - 






Organize and lead a conference 




/ 








Question individuals to clarify information 




/ 








• 

Use Grammar correctly 












Spell correctly ^ 













Give attention to details 












Adjust to a variable work load • 












Participate in a conference 












Write a formal, documented report 













(Please list any other. competencies that you feel are necessary.) 



COMMENTS: 



ERIC 
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APPENDIX G 

COVER LETTER AND QUESTIONNAIRE SENT TO VTAE GRADUATES 




Technical institute 



WISCONSIN RAPIDS CAMPUS 
Rve Hundred 32nd Street North 
Wisconsin Raplds/Wl 54494 
716/423^5650 



Mr . William Adams 

1417 Western Street^^:^^-^^^^^^^*" 

Wisconsin Rapids ,"WI 54494 . 

Dear Mr . Adams: o . 

Mid -State Technical Institute at Wisconsin Rapids is conducting a survey for the Wisconsin^ 
Board of Vocational, Technical and Adult Education. TTie purpose of this survey is, to 
determine what communications competencies should be taught in vocational -technical 
institutes located in Wisconsin. 

You, as an employee and as a graduate of a vocational -technical school, are in a unique 
position to provide us with the information that we need. How important are communication 
skills in your occupation? To help us measure these skills, we are enclosing a questionnaire 
that we would like to have you complete . 

We would appreciate a prompt return so that the results of this survey will be available for 
a Communication Skills Workshop which will be at the University of Wisconsin -Stout . Your 
response will become a part of a greater project which is being conducted at the University 
of Wisconsin -Stout. 

All of your responses will be treated confidentially. 

Please return the questiomiaire in the self -addressed, postage -paid envelope. 
WE SINCERELY THANK YOU. ^ ^ . 

Sincerely yours , 

Max Farning, Ph.D. ,,Ralph Mahnke 

Administrator -Research and Planning Researcher 

Project Supervisor Communication Skills Project 

MF:RM:cad * ' • 

Enclosures 



\ 



QUESTIONNAIRE 



hir, William Adams 
Mechanical Design 
Mid.-State 



WHERE ARE YOU EMPLOYED: 



\ 



EMPLOYER'S ADDRESS: 



(Name of Company) 



(Address) 



(City) 

YOUR JOB TITLE OR DESCRIPTION: 



(State) 



(Zip Code) 



In your opinion, to what extent are the 
following communication skills important 
in your work. Please indicate the level 
of importance of each of the skills by 
placing an "X** in one of the columns. 




Adapt written word usage to the job situation 












Adapt spoken word usage to the job situation 








1 


Use the voice effectively and pronunciation 
of words correctly. 








i 




Maintain confidentiality concerning job-related . 
information 












Use the telephone! effectively 












Respond to non-verbal communication (Body 

lanp-uarre^ ' 










1 


GonVpictc Job -rolatcd forms (Applications, ^ 
purchase requisitions, invoices, sales receipts , } 
orders) 1 








I 




Handle receptions and tntxoductions competently 



Remember essential information 



Take notes effectively 



Write a business letter 



Use abbreviations and numbers in report writing 



Give instructions orally 



Understand oral instructions 



Interpret and explain graphic illustrations (graphs, ^ 
charts, Uiblcs) ' | 



Proofread and edit written communications 



Write a general report 



Work cooperatively with other employees 



Organize and lead a conference 



Question individuals to clarify information 



Use Grammar correctly 
Spell correctly 



126 



Punctuate 






1 

1 

i 






Express ideas clearly and concisely 




a 








■ — : y - • " 

Present technical data orally 












Read to comprehend job -related and technical 
materials 












.» 

Lead a problem -solving or informational discussion 
group 












Participate in a problem -solving or informational 
discussion group 


• 










Listen for main ideas 








• 


1* 11 ■ 


Prepare written work neatly 








/ 


' / 
./ 

■/ 


Skim for pertinent information 






— t— 






Lead and participate in a business meeting 
(Parliamentary procedure) 






\ 






Understand occupational terminology 












Read aloud effectively 












Recognize fact from opinion 












Listen tactfully v 










/ 




Give attention to details 














Adjust to a variable work load 














Participate in a conference 














Write a formal, documented report 















(Please list any other competencies that you feel are necessary.) 



COMMENTS: 



ERIC 



Tf^K YOU! 



APPENDIX H 
COVER LETTERS FOR SECOND MAILING 
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|e Technical Institute 



WISCONSIN RAPIDS CAMPUS 
Five Hundred 32nd Street North 
Wisconsin Rsptds, Wl 54494 

715/423-5§^«^^*'i 



Mr. William Adams 

1417 Western Street i 

Wisconsin Rapids, WI 54494' 



ecu**' 



3-> 



Dear Mr, Adams: 



Hld-State Technical Institute a^:-.Wlsconsin Rapids is conducting a sulrvey for ^ 
the Wisconsin Board of VocatSlonal, Technical and Adult Education. The purpose 
of this survey is to determine what communications competencies should be taught 
in vocational-technical institutes located in Wisconsin. 

You, as an employee and as a graduate of a vocational-technical school, are in a 
unique position to provide us with the information that we need. How important 
are communication skills in your occupation? To help us measure these skills, 
we are enclosing a questionnaire that we would like to have you complete. 

We would appreciate a prompt return so that the results of this survey will be 
available for a Communication Skills Workshop which will be at the University 
of Wisconsin-Stout. Your response will become a part of a greater project which 
is being conducted at the University of Wisconsin-Stout. . 

All of your responses will be treated confidentially. 

Please return the questionnaire in the sslf-addressed, postage-paid envelope. 
WE SINCERELY THANK YOU. 



Sincerely yours'^, 




Max Faming, Ph.D. 
Administrator-Research and Planning 
Project Supervisor 



Ralph Mahnke 
Researcher 

Communication Skills Project 



MF:RM:cadl 



Enclosures 




||e Technical Institute 



WISCONSIN RAPIDS CAMPUS 
Five Hundrtd 32nd Street Nortti 
Wisconsin Rapids. Wl 54494 
715/423 666a*^ \ 



\ 



Mrs. Robert Smith, Supervision of Accounting^ 
Eastman Manufacturing Company 
'1493 Roosevelt Avenue ^ , . ^ ^ 

Eau Claire, WI 49730 



\ 



Dear Mrs. Smith: 



Mid-State Technical -Institute at Wisconsin Rapids is conducting a survey for the 
Wisconsin Board of Vocational, Technical and Adult Education. The purpose of 
this survey is to determine what communications competencies should be taught 
in vocational-technical institutes located throughout Wisconsin. 

Because our schools are interested in providing employers with highly qualified 
graduates, it is your advice and counsel that can provide us w^-th the answers 
we need. How important are communication skills for your employees? To help 
us measure the importance of. these skills, we are enclosing a questioririaire that 
we would like you to complete. 

We would appreciate a prompt return so that the results of this survey will be 
available to a Communication Skills Workshop which will be at the University of 
Wisconsin-Stout. Your response will become a part of a greater project which is 
being conducted at the University of Wisconsin-Stout. 

All of your responses will be treated confidentially. 

Please return the questionnaire in the self -addressed, postage-paid envelope. 
WE SINCERELY THANK YOU. 



Sincerely yours, 



Max Faming, Ph.D. 

Administrator-Research and Planning 
Project Sup3rvisor 



Ralph Mahnke 
Researcher 

Communication Skills Project 



MF:RM:cad 



Enclosures 



